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AR230

AR230 Managing Customer Billing, Receivables and Customer
Payments - District Court

Course Overview

Cash register transactions are transmitted into GEARS via the bus interface for local accounting -
Circuit Court and District Court. These transactions are processed in the Billing and Accounts
Receivable modules in GEARS.

The GEARS Billing and Accounts Receivable modules help you plan, manage, and track the
Judiciary's revenue and billing activities related to cash register transactions.

This course discusses processing of cash register transactions in GEARS for the following types
of transactions for District Court. You can record revenue allocation and customer payments, and
process local accounting revenue transactions such as deferred payments, bond forfeitures, and
return of Escrow. Assigned GEARS users can:

Record revenue allocation and customer payments
Process Local revenue disbursements

Generate the Fund Allocation Report (FAR)
Revenue Allocation Adjustments

Process return of escrow

Process bond forfeitures

Process deferred payments

Process bad checks (Case related)

Course Outline
The following sections and lessons provide step-by-step instructions on processing revenue
allocation and payment recording for District Court cash register transactions in GEARS.

Course Audiences and Prerequisites

Lesson 1: Reviewing GEARS Billing and Accounts Receivable Concepts
Lesson 2: Understanding Key Order-to-Cash System Processes
Lesson 3: Processing Cash Register Interface to Billing and AR
Lesson 4: Processing Escrow Transactions

Lesson 5: Processing Deferred Payments

Lesson 6: Processing Bond Forfeitures

Lesson 7: Processing Bad Checks (Case Related)

Lesson 8: Processing Local Revenue Disbursements

Lesson 9: Processing Revenue Refunds

Course Summary

Course Audiences and Prerequisites

Audience(s)
The Judiciary audiences for this course are:
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o District Court - Courts Only

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e BI Customer Maintenance
o BI Specialist
e AR Specialist

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e AR100 Understanding GEARS Billing and Accounts Receivable Processes

Lesson 1: Reviewing GEARS Billing and Accounts Receivable
Concepts

Lesson Overview
In this lesson, you will review fundamentals of the Billing and Accounts Receivable modules in
GEARS related to the Order-to-Cash (OTC) business processes.

Lesson Objectives
After completing this lesson, you should be able to understand the following concepts and how
they fit into the OTC business processes:

Billing and Accounts Receivable Integration Points
OTC Business Units

OTC Customers

Bills and Bill Lines

Deposits

1.1 Reviewing Accounts Receivable and Billing Integration Points
After completing this topic, you will be familiar with:

e The components of the GEARS Billing and Accounts Receivable modules and how these
modules integrate with other GEARS modules

The diagram below highlights the billing and accounts receivable integration overview.
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Cash Registers (RCS,UCS, CCS, MDEC)

JI§ Website

GEARS FINANCIAL DATABASE

. Grants
Faymants/ Approval Staging

e Revenue
Escrow Pa ge
A " Local Accounts
ccounts ; e
Revenus Receivable Billing (BI)
Payable (AR) Contracts
¥

Projects

General Ledger (GL)

Cash Register / JIS Website / BUS — Cash register transactions process outside of GEARS.

Approval Staging Page — The Approval Staging Page will display a summary of all transactions
for a given date by Batch County, District and Location level.

Billing — Billing sends pending items (bills that need to be paid) to Accounts Receivable.

Accounts Receivable — In Accounts Receivable, payments are applied to the pending items or
bills.

Project Costing, Contracts, and Grants - The Grants module integrates with Project Costing
and Contracts. All payments owed to the Judiciary from Federal Sponsors are calculated in
Contracts and is recorded as a bill in GEARS Billing.

Accounts Payable — When you are distributing local revenue refund and return of escrow
payments to customers, Accounts Receivable sends these refund transactions to Accounts Payable
for vendor payment (NOTE: when receiving refunds, Customers become Vendors).

General Ledger — The GEARS Receivables module sends accounting entries created from the
bills (invoices) to GEARS General Ledger . The GEARS Billing module sends a listing of all
accounting entries that are created for invoices to General Ledger.
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1.2 Understanding Order-to-Cash Business Units
After completing this topic, you will be familiar with:

e GEARS Order-to-Cash (OTC) business units
e How business units are used to process Judiciary Billing and Accounts Receivable
transactions

Business Units

In GEARS, a business unit represents a collection of transactions. Each GEARS module
(General Ledger, Accounts Receivable, Billing, Accounts Payable, etc.) has its own business unit
structure. For OTC specifically, a business unit represents a collection of invoices while a
receivable business unit represents a collection of customer balances. The Billing and Accounts
Receivable business units are configured to use the same value (represented as "JUDXX" where
"XX" represents the batch agency).

In GEARS Billing and Accounts Receivable modules, there are several categories of business
units for District Court to use:

e Judiciary
e District Courts
e Traffic Processing Center

A description of each business unit type is provided in the table below.

OTC Business Unit Description

Also known as "MDJUD". This business unit is the default business unit which is used to track all
accounting entries in the General Ledger. This business unit is also known as the “Business Unit
Judici GL" on some Billing and Accounts Receivable pages

udiciary

Accounts Payable also defines an "MDJUD" business unit to track payable obligations that interact
with the State.

There are twenty-four (24) business units defined to track the revenue and payment activity for each
circuit court (24)

Circuit Court
Each business unit is defined as "JUDXX", where the "XX" represents the Judiciary batch agency.
For example, "JUDO6" represents Carroll County Circuit Court.

One (1) business unit ("JUD7T") is defined to track the revenue and payment activity for the Traffic
Processing Center.

Traffic Processing Center

1.3 Understanding Customers

In GEARS, a customer generally represents an individual or entity that has a debt to be paid to
the Judiciary. GEARS defines these customers as "Bill To" customers to reflect that they may be
invoiced or hold a balance that requires attention.

After completing this topic, you will be familiar with:

the definition of a customer in GEARS
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the pages used to enter/update and maintain customers in GEARS

Reviewing Customer Types

Every transaction within Order-to-Cash (OTC) requires a business unit and a customer, both of
which must be defined prior to entering the transaction. Some of the main reasons the Judiciary
uses to create customers in GEARS include: (1) re-billing for bad checks, (2) supporting the local
revenue disbursement process. Customers will be shared across business units and are defined by
one of the following:

e Court Customer
e Local Customer

A description of each customer type is provided in the table below.

OTC Customer Description

The majority of the functionality within OTC revolves around revenue allocation based upon monies
paid by local customers for fines, licenses or other court costs. GEARS does NOT track each
individual customer forthese transactions but utilizes a default court customer to satisfy the system
need fora customer value.

Court Customer
The Court Customer is set up to use the same value as the business unit (i.e., "JUDXX") in order to
keep a simple and straight-forward means of tracking activity. The expectation is that this customer
will never hold an open balance since all fees/costs are paid in full and no receivable is tracked.

Local Customers hold balances within GEARS for a variety of transactions, including but not
limited to Bad Checks.
Local Customer

Local Customers must be manually entered within GEARS prior to entering the related transaction.
Each customer will be defined by an auto-sequenced ID (e.g.. “10000000247).

Procedure

In this topic, you will review the pages used to enter/record GEARS Customer information.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > | Customers > Customer Information > General Information
——, 0 NewWindow [ Personalize Page Bihitp *
LeCL e LY Bill To Options |~ Ship To Options " Sold To Options [ Miscellaneous General Info
—
SetID: SHARE Customer ID: 1000000001 General Info Links: ..More -
*Status: Active A Copy From Customer Level: Regular -
“Date Added: 1219/2012 [ *since:[12119/2012 | “Type: User1 -
“Name 1: |Anne Arundel Office Management *Short Name: [AnnArundOM
Name 2: [ =
Currency Code: usD |Q Rate Type: [CRRNT  |Q
Bill To Customer [¥] Correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer Remit From Customer
Ship Te Selection Remit From Selection
[V]8oid To Customer: [¥] Corporate Customer
Sold To Selection Corporate Selection
[l Broker Customer [T consolidation Customer Consolidation Business Unit:| | 10
[Flindirect Customer [C] Grants Management Sponsor
Federal Attributes
[F] Federal Customer Trading Partner Code: Disbursing Office:
[C] Appropriation Symbol Not Required for Reimbursable Agreements
Personaize | Find | viev A1TEL | 3 st K g o g O Lot
Team Code Default  Description
a &) Bl
ceblisiatiiis Find | view A1 First K 1071 O Last
B o [l Broker [l prima =1
~Location 1 Bill To Primary y
] [Z] ship To [C Primary [ indirect [Z] primary A
#100% -
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Step Action

1. The Customer Information - General Information is where you add and/or
review customers' names and level information and to assign associated roles. You
can also enter one or more addresses for customers and assign descriptions to each
location.

While there are several pages available for customer setup, the Judiciary will utilize
the main General Information page to track the following key information such as
name, address information, and other key attributes.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Customers > Customer Information > General Information

[T Bill To Opiions

FNew Window [ Personalize Page [S,http |

Ship To Options [ Sold To Options ( Miscellaneous General Info

Bill To Customer
Bill To Selection
Ship To Customer

Ship To Selection
Sold To Customer:

Sold To Selection
[T Broker Customer

[Tindirect Customer

[¥ Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

[¥] Corporate Customer
Corporate Selection

[Cl consolidation Customer

[ Grants Management Sponsor

Consolidation Business Unit:____|

Federal Attributes

SetiD: SHARE Customer ID: 1000000001 General Info Links: ...More -

Status: Active - Copy From Customer Level: Regular -

Date Added: 12192012 5 *Since:[1219/2012 [[5) *Type: Regular -

Name 1: |AN|S Arundel Office Management *Short Name: |AnnArundOM

Name 2 | E
Currency Code: usD Rate Type:[CRRNT  |Q,

[ Federal Customer Trading Partner Code: Disbursing Office:
[] Appropriation Symbol Not Required for Reimbursable Agreements
Personaize | Find | view 2 | B | 3 Frst B qorq I Loat

Team Code Default  Description

Q & =
Address Locations Find | view Al First B 1.0r1 O (ast
sLocation: 1 [CIBill To [Clprimary [T Broker Cerimary  [FH[E

] [Z] ship To [l primary [[indirect [C] Primary |

H100% ~

Page 6




{%@GEARS

General Enterprise And Resource Support

Training Guide
AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Step

Action

2.

In this example, the name of this customer is 'Anne Arundel Office Management'.

Status is always 'Active'.

Date Added - controls the effective dates of the Judiciary's related records. When
entering manual transactions, be sure the Date Added is equal to the invoice date

for that customer.

Since Date - defaults to the date transaction is added.

User Type - If you are setting up a "Surety" customer, be sure to select the type,

"Surety", otherwise, choose "Local".
Levels - should remain as the default, "Regular".

Short Name - defaults to the first 10 characters of the Customer's Name.

\e, e - gill To Options | Ship To Options | Sold To Options |~ Miscellangous General Info

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Customers > Customer Information > General Information

FNew Window [ Personalize Page [Ehttp *|

SetiD: SHARE Customer ID: 1000000001 General Info Links: __More -
*Status: Active - Copy From Customer Level: Regular -
*Date Added: 12192012 [5) *Since: 121972012 _[l5) “Type: User1 -
“Name 1: |Anne Arundel Office Management *Short Name: [AnnArundOM
Name 2: [ =
Currency Code: usD @ Rate Type: |[CRRNT Q
ill To Customer orrespondence Customer
Bill To Cust el dence Cusfe
Bill To Selection Correspondence Selection
[Z] Ship To Customer [¥] Remit From Customer
ship To Selection Remit From Selection
Sold To Customer [¥] Corporate Customer
Sald To Selsction Corporate Seledtion
[T Broker Customer [C consolidation Customer Consolidation Business Unit: | 10
[T indirect Customer [C] Grants Management Sponsor
Federal Attributes
D Federal Customer Trading Partner Code: Disbursing Office:

[l Appropriation Symbol Not Required for Reimbursable Agreements

Personaize | Fing | View A1 | H st KN 4 014 O Lost

Team Code Default  Description

D0z @ & Allegany County Circuit Court =

Address Locations Find | view Al First K1 4 or4 B Last

“Location 1 [CeinTo [F1Primary [0 Broker Cprimary  [#[E=
] [Z] ship To [C Primary [ indirect [Z] primary A

®100% -
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Step Action

3. Customer roles determine the functional use of the customer ID. Customer
information is associated with specific customer roles. You can use the Roles
section of the Customer General Information page to maintain information that
applies to multiple customer roles and to select those roles.

In order to enter an invoice for a customer, a customer has to be established in the
system as a "Bill To Customer". The other roles that should be checked for each
Customer created in GEARS are (1) "Sold To Customer", (2) "Correspondence
Customer”, (3) "Remit From Customer”, and (4)"Corporate Customer".

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

[T] Appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default  Description
SALES | Salesperson =
A i =
- Location: 1 @l Bill To [¥] primary [T Broker [Z] primary
[Z] ship To [Elprimary [[indirect [C] Primary
Description: Main Address Sold To [ Primary [# Correspondence Address
[CJRFID Enabled VAT Default VAT Senvice Treatment Setup
ddress Defails
*Effective Date: 01/01/2013 *Status: Active - = w
Tax Code: Language Code: English -
Physical Nature: ¥ Where Performed: A
Alternate Name 1: [ mtematetame [
Country: USA @ United States
Address 1: [123 Main Street
Address 2: [ View Phone Information
Address 3: [ 3
City: Annapolis [Tlin City Limit
County: Postal: 21410
State: uo Q wariand
General Info Links: ..Mare -
Return to Customer Information
[E save /X RetuntoSearch [=] Notify L Refresh Es Add 4] Inciude History [ Correct History
General Info | Bill To Options | Ship To Options | Sold To Options | General Info P

Step Action

4, The Address Details section displays the address details (i.e., address effective date,
status of the address, language, and the address) of that location.

When entering address, be sure to populate the Effective Date of the address,
Status. Country, Address 1, City, State, and Postal code.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

FNewWindow ? Help [ Personalize Page B ntp ~

Miscellaneous General Info

SetiD: SHARE  Customer ID:

TEMPLATE

NAME1

Customer Bill To Options

Find | View Al First K 4 of1 T (a5t

*Effective Date: p110112013 | *Status: Active - =
Currency Code: usp Rate Type: CRRNT
Credit Analyst: DEFAULT | Q Collector: DEFAULT Q@ —
AR Specialist: [ Q Bill Inquiry Phone: I Q
Billing Specialist: Q Billing Authority: Q
Billing Options Billing Consolidation Data
Direct Invoicing Consolidation Key:
[ClFederal Highway File SetiD: T a
[C1 Prompt for Billing Currency
Customer ID: Q i
“Freight Bill Type: Shipping
Bill Type: [ a Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: Q
Invoice Form: a Start Date: o]
Bill By Identifier: Q. End Date: £l
AR Distribution Code: Q e ——
[C] Purchase Order Required
Hold Humber of Days: [[] Disable Prices on Receipt
InterUnit Billing Immediate Payment Options
[Clinterunit Customer [Cimmediate Payment Required
GL Business Unit: Q Deposit Percent:
Qualifier Code: Q hs

Step

Action

There are two fields on the Bill To Options page that must be populated and is a
requirement when setting up new customers.

Customer Bill To Options - Responsibilities section displays the two fields (1)

Credit Analyst and (2) Collector. You must select ' DEFAULT' from the dropdown
menu. If these fields are left blank when you attempt to save a new customer in the
system, an error message will appear.
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Customers > Customer Information > General Information

FNew Window [# Personalize Page [Sihttp *

.' Srusti | 79 ¢ Bill To Options | Ship To Options Sold To Options Miscellaneous General Info
SetiD: SHARE Customer ID: 1000000001 General Info Links: _.More -
*Status: Active h Copy From Customer Level: Regular -
“Date Added: 1219/2012 [ *Since:[12119/2012 |5 “Type: User1 -
“Name 1: |Anne Arundel Office Management *Short Name: [AnnArundOM
Name 2: [ =
Currency Code: usD @ Rate Type: |[CRRNT Q
Bill To Customer [¥] Correspondence Customer
Bill To Selection Corespondence Selection
Ship To Customer [#] Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer [¥] Corporate Customer
Sold To Selection Comporate Selection
[T Broker Customer [C consolidation Customer Consolidation Business Unit: Il
[Cindirect Customer [C] Grants Management Sponsor
| Federal Attrib
D Federal Customer Trading Partner Code: Disbursing Office:

[l Appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default Description

bupoz @ Anne Arundel County CC =

- Location 1 [¥]Bill To [¥ Primary [[ Broker Clprimary  F[=1
Ship To [ Primary [ indirect [El primary

Court Addre:

javascript: submitAction_winO{decument.wind, #ICPanel3'); #100% ~

Step Action

6. You have successfully completed the Understanding Customers topic.

You have learned to:
- review the pages used to enter/record GEARS Customer information.
End of Procedure.

1.4 Understanding Billing

Billing is the process of recording revenue to be collected from Judiciary customers. GEARS
Billing processes billing information to create invoices to customers. Customers include (1)
Court Customer and (2) Local Customer.

After completing this topic, you will be familiar with:

o the pages used to view/enter/modify invoices and bill lines in GEARS Billing.
A bill is an invoice to a customer who owes the Judiciary money. Each bill has a header and at
least one bill line. Bill lines contain what you are billing for, the amount, and the revenue
accounting information. In GEARS, bills are created through the following processes:

e Cash Register - daily cash register transactions loaded into GEARS from the BUS (The

Enterprise Services BUS Backoffice Interface) Interface
e Local Revenue - local revenue disbursements

e Online Entry - manual entry of an invoice by a GEARS user

The following tables list the bill statuses, bill type identifiers, and invoice form listed on a bill.
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Bill Status - Invoices (bills) in GEARS may be assigned various statuses based on the state of
that invoice. The Bill Statuses in GEARS Billing are as follows:

Bill Status Description Code in GEARS Billing

1. Canceled CAN
2. Finalized FHL
3. Hold Bill HLD
4. Invoiced Bill INV

5 New NEW
6. Pending Approval PND
7. Ready to Invoice RDY
8. Temporary TMP
9. Temporary Ready Bill TMR

Bill Type Identifier - bills are identified by a "Bill Type" in GEARS Billing. The Bill Types in
GEARS Billing are as follows:

Bill Type Identifier Description Code in GEARS Billing

1. Employee Advances ADV
2. Bod Checks BAD
3. Bond Forfeiture BND
4. Data Conversion CNV
5. Criminal Case CRM
6. Civil Case CVL
7. Deferred Payment DFR
8. Escrow ESC
3. Expenditure Credit EXP
10. Grants Management GM
11, Licenses LIC

12, Land Records LND
13. Local Revenue Disbursements LRV
14. Other OTH
15. Revenue Refund RFD
16. Traffic TRF

17. Transcript TRN
18. Deferred Traffic DFT

Invoice Form - the template used for printing the invoice.
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Invoice Form Description

Code in GEARS Billing

1. Bad Check BAD CHECK
2. Bond Forfeiture BONDFORFTR
3. Deferred Payment DEFERPAY
4. Escrow ESCROW

5. Contracts Only GRANTS

6. No Print NO PRINT

7. Contracts Only PSICA

8. Projects with Contract Info PS/OM

9. Projects by Employee Name PS/PSADT
10. Projects by Project & Activity PS/PSADZ
11. Project Details PS/PSADS
12. Generic XML Publisher Example XMLPUB

13. Contract Only XP PS/CA
14. Generic XML Publisher XP PS/GEN
15. Order Mgmt Example XP PS/OM
16. Projects with Confract Info XPPS/PC
17. Projects by Employee Name XP PS/PSAT1
18. Projects by Employee Name XP PS/PSAZ
19. Projects by Project & Activity XP PS/PSA3

Procedure

( ‘e
Yoyl

oo

GEARS

General Enterprise And Resource Support

In this topic, you will review the pages used to view/enter/modify invoices and bill lines in
GEARS Billing.

ORACLE

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Bilng > Maintain Bils >C_Standard Bilng
B New Window [ Personalize Page B, http

[« B Line-info 1

Unit: Jupsz  Invoice: 0000000004 Pretax Amt: 103000 UsD ©°

Status: [NEW A Invoice Date: 01/0412013 B cycen: DALY Q

“Type: c A source: ucs @ *Frequency: Once =E ®
“Customer: Hups2 Q. subCustt: SubCust2:

Anne Arundel County District Court

“Invoice Form: NO_PRINT @ From Date: [ ToDate: )

Accounting Date: 01/0412013 B payTerms: IMMED @ Pay Method: Cash i
Remit To: BOA @ Bank Account: MAIN aQ

sales: 52001 @ Bill Inquiry Phone: aQ

Credit: DEFAULT @ coliector: DEFAULT a

Biler: DEFAULT Q. Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

Notes Express Entry

Summary Bill Search Line Search Navigation: [Header-info 1 H [prev Next

[Search (Alt+1)

) seve| & RetumitoSearch | =] Wotify 4 Refresh | B+ Add Update/isplay]
Header - Info 1| Line - Info 1
< »
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AR230 — Managing Customer Billing,
Receivables and Customer Payments —
District Court

Step

Action

1.

The Standard Billing - Header - Info 1 page displays the invoice.

In this example, we are viewing Invoice # 0000000004 for customer, JUD52 - Anne
Arundel County District Court.

ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Bilng > Maintain Bils > Standard Bilng

B New Window [ Personalize Page B, http

[E save /X RetuntoSearch [=] Notify  rl Refresh

Header - Info 1| Line - Info 1

Unit: Jups2 Invoice: 0000000004 Pretax Amt: 103000 USD
status: NEW A invoice Date: 01/0412013 B cyclem: DALY aQ
Type: c A source: ucs @ *Frequency: Once @ =
Customer: Hups2 Q. subCustt: SubCust2:
Anne Arundel County District Court
“Invoice Form: NO_PRINT @ From Date: [ B ToDate: [ E)
Accounting Date: 01/04/2013 B payTerms: IMMED @ pay Method: Cash =
Remit To: BOA @ Bank Account MAIN Q
sales: 52001 @ Bill Inquiry Phone: aQ
Credit: DEFAULT @ coliector: DEFAULT Q
Biler: DEFAULT Q. Billing Authority: DEFAULT ¥
Goto Header Info 2 Address Copy Address
Notes Express Entry FraEss
Summary Bill Search Line Search Navigation: [Header-infa 1 = [Prev Mext

[E+ Add Update/Display|

Step

Action

as:
- Unit (Batch Agency)
- Invoice (invoice number)

- Status (invoice status)

- Type (type of invoice)

- Invoice Date

- Customer

- Source

- Cycle ID (billing cycle)

- Pretax Amt (total amount of invoice)

- Frequency (e.g., Installment, once, Recurring)

The Header - Info 1 page displays the general header information for invoices such
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AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

ORACLE

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

————m
Header - Info 1 Line - Info 1
———

oo

GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

ENew Window [ Personalize Page B, http

=
1,030.00 USD *-

B save | I RetuntoSearch [S] Motify | s Refresh

Header - Info 1| Line - Info 1

Unit: Jups2 Invoice: 0000000004 Pretax Amt:

Status: NEW Q. Invoice Date: 01/04/2013 [ cycleiD: DAILY Q
“Type: c A source: ucs @ *Frequency: Once HE B
*Customer: HuDs2 & subcusti: SubCust2:
invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 01/04/2013 B payTerms: IMMED Q. pay Method: Cash =
Remit To: 80A @ Bank Account AN Q

Sales: 52001 @ Bill Inquiry Phone: Q

Credit: DEFAULT & collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copv Address

Notes Express Entrv Page Series.
Ssummary Bill Search Line Search Navigation: Header -Info 1 =l Prev Mext

Bearch (v

B+ Add Update/Display|

Step

Action

- Invoice Form
- Accounting Date
- Remit To

- Bank Account

Transfer)

Other header information key components on the Header - Info 1 page include:

- Pay Terms (e.g., Immediately, Net 15, Net 90, Net 180)

- Pay Method (e.g., Cash, Check, Credit Card, Debit Card, Draft, Electronic Fund
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Receivables and Customer Payments —
District Court

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites ~ Main Menu > Bilng > Maitain Bils > Standard Bilng
I New Window [ Personalize Page B, http
unit: JuDs2 Bill To: JUDs2 Pretax Amt: 1,030.00 USD (=
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
' Bill Line Find | view Al First F1 1073 O Last
Identifier Look Up Date: 0110412013 |[5] EE
Seq: 5 Line: Net Extended: 1,000.00
Table: D 1@ \gentifier [TEST_CHARGE_CODE  |@ pescription: Charge Code for Testing
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: [
Unit Price: 1,000.0000 Line Type: REV Q[ Accumulate
Gross Extended: 1,000.00 Tax Code: @ I TaxExempt
) Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: 1,000.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
MNotes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 =l prev Next
[E save X\ RetuntoSearch [ Notify  fl, Refresh v Add Update/Dispiay.
Header - info 1| Line - Info 1

Step Action

The Line - Info 1 page displays the bill lines for the invoice. Bill lines contain what
you are billing for (Identifier), the amount (Gross Extended), and the revenue
accounting information (chartfields). The invoice may have one or more bill lines.

In this example, there are a total of 3 bill lines.
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GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console Add to Favorites | Sign out
Favorites . Main Menu > Bilng > Maintain Bils > Standard Biling
ENew Window [# Personalize Page [ http
Header-Info 1
Unit: Jups2 Bill To: JuDs2 Pretax Amt: 103000 USD
Inveice: 0000000004 Anne Arundel County District =] [£]  pax Rows: 5 3 =
Court
Bill Line Find I view Al Frsi 1 1073 B Last
Identifier Look Up Date: 0110412013 |[5] =
seq: 5 Line: Net Extended: 1,000.00
Table: D |gentifier: [TEST_CHARGE CODE | pescription: Charge Code for Testing
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: [
Unit Price: 1,000.0000 Line Type: REV Q@ Accumulate
Gross Extended: 1,000.00 Tax Code: Q[ TaxExempt
: aQ
Less Discount: 000 Exempt Cert:
Plus Surcharge: 0.00
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry s
Summary Bill Search Line Search Navigation: Line - Info 1 = Next
|E save | A ReturntoSearch | [Z] notify |l Refresh Acd| [ Update/Display|
Header - info 1| Line - Info 1

Home:

Add to Favorites | Sign out

MultiChannel Console |

| workist |

Favorites = Main Menu > Bilng > Maintain Blls > Standard Biling
ENew Window [# Personalize Page [ http
unit: JuDs52 Bill To: JuDs2 Pretax Amt: 1,030.00 USD
Invoice: 0000000004 Anne Arundel County District [ [£]  yay Rows: 5 B =
Court
Bill Line Find | View All First K 1of 3 ] Last
Identifier Look Up Date: 0110412013 [5) =l
seq: 5 Line: Net Extended: 1,000.00
Table: D |gentifier: [TEST_CHARGE CODE | pescription: Charge Code for Testing
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: [
Unit Price: 1,000.0000 Line Type: REV Q@ Accumulate
Gross Extended: 1,000.00 Tax Code: @ I TaxExempt
Exempt Cert: Q
Less Discount: 000 et
Plus Surcharge: 0.00
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series.
Summary Bill Search Line Search Navigation: Line - Info 1 =l prev Next
|E save | A ReturntoSearch | [Z] notify |l Refresh Update/Dispiay,|
Header - info 1| Line - Info 1
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Step

Action

6.

The View All link allows you to see all bill lines on one page.

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Bilng > Maintain Bils > Standard Bilng

Header - Info 1 Line - Info 1

B New Window [ Personalize Page B, http =]

Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD =
Invoice: 0000000004 Anne Arundel County District  [Z] [£]  max Rows: 5 & &
Court
Bill Line Find | View 1 First | 1-30f3 1 Last
Identifier Look Up Date: 01/04/2013 [ FHE
Seq: 5 Line: Net Extended: 1,000.00
Table: D O |gentifier TEST_CHARGE_CODE _ |Q, pescription: Charge Code for Testing
Quantity: 1.0000 From Date: &
Unit of Measure: EA Q To Date: B
Unit Price: 1,000.0000 Line Type: REV Q F Accumulate
Gross Extended: 1,000.00 Tax Code: QT Tax Exempt
Exempt Cert: Q
Less Discount: 000 xempt Ce |
Plus Surcharge: 000
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Identifier Look Up Date: 0110412013 | FE
Seq: 6 Line: Net Extended: 20.00
Table: D QU identifier: RCS100 @ pescription: Test: Vending
Quantity: 1.0000 From Date: Bl
Unit of Measure: EA Q To Date: B
Unit Price: 20.0000 Line Type: REV Q  F Accumulate
[ tion, 0, SICFielde4ghviewallsD); Tax Code: @ T Tax Exempt

Step

Action
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GEARS

General Enterprise And Resource Support

OIRACLS
Workiist | MuliChannel Console |  Addto Favorites | Sign out
Favorites = Main Menu > Bilng > Maintain Blls > Standard Biling
5 L X -
Less Discount: 0.00 Exempt Cert =
Plus Surcharge: 0.00
Net Extended: 20,00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 20,00
|dentifier Look Up Date: 01/04/2013 [[5) =}
Seq: 7 Line: Net Extended: 0.00
Table: D | |dentifier: RCS200 Q. pescription: Chain Store Accident
Quantity: 1.0000 From Date: &
Unit of Measure: Ex Q To Date: =
Unit Price: 10 Line Type: REV Q[ Accumulate
Gross Extended: 10 Tax Code: QI Tax Exempt
: Q
Less Discount: 0.00 Exempt Cert:
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tex Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line -Info 1 -]
|B) save | & RetumtoSearch| [Z] Notify |7 Refresh | Add| |JF-Updaie/Display
Header - Info 1| Line - Info 1 =

WultiChannel Console | Addto Favorites | Sign out

Home | Workist |

Bl Creates GL Acct Entries

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling
Unit: JuDs2 Bill To: Jups2 Pretax Amt: 1,030.00 UsD j
Invoice: 0000000004 Anne Arundel County Distriet  [Z] [£]  pax Rows: 5 3 =
Court
Bill Line Find | View 1 First ) 430f3 1| (a5t
Seq 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident

Fund

[oon1ey, [543 @

Account Program PP AppropYr  Dept

1101 @ [a1100Q [av2013Q

Code

Agy
[El[revenuve (@ [csz/q 110109,

PCA

[ el e Ja[ o

Fund

Affiliate o

Percentage

First Kl 101 1 O Last

rsonalize | Find | \

< | 3
Percent: 100.00 Amount: 1,000.00 Gross Extended: 1,000.00
Seq: 6 Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending

Approp
Code Ay PCA Fund  Account  Program PP Approp Yr  Dept
[El[REVENUE (@ [cs2/q [11010Q

[oooiq, [s463 @ [1101 |@ [at100q [avzoi3dq a a [ |a 100.00
1] |

Fund

Affiliate s

Percentage

3
Percent: 100.00 Amount: 2000 Gross Extended: 20.00
Seq: 7 Line: HNet Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident
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Step Action

9. Accounting entries for ordinal bill lines and bill line adjustments display on the
Accounting Entries page.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Biling > Maintain Bils > Standard Biling
Unit: Jupsz Bill To: JuDs2 Pretax Amt: 1,030.00 USD ] E j
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
Seq: 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Find | View All| Y

W Reference Information
Cade i;':" PCA Fund  Account Program PP AppropYr  Dept Affiliate fand Percentage
El[Revenve @ [csz/@ [11010@ [oo01y [s463 @ 1101 @ [a1100Q [av2013Q Q Q Q 100.0(
4 | =
Percent: 10000 Amount: 100000 Gross Extended: 1,000.00
Seq: ) Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending

T

L Reference information

Batch Approp - Fund ]
Cade |aay PCA Fund Account Program  Eo¥ Approp Yr  Dept Affiliate A Percentage
[El[Revenuve @ [cs2/q [11010Q [ooo1@ (5463 @ [1101 @ [At100/@ [Av2013Q Q Q Q 100.00
1] | ]|
Percent: 100.00 Amount: 20.00 Gross Extended: 20.00
Seq: 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident

Step Action

10. You have successfully completed the Understanding Billing in GEARS Billing.

You have learned to:

- review the pages used to view/enter/modify invoices and bill lines in GEARS
Billing.

End of Procedure.

1.5 Understanding Deposits and Payments

When customer payments are received they are recorded in the GEARS Accounts Receivable
module. Generally, payments are recorded on a single deposit. At the Judiciary, deposits are
created manually or through an interface. All deposits are recorded on a regular deposit. A
regular deposit is created through the following processes:

e BUS interface

Entering deposits through Regular Deposit entry provides a full range of payment identification
and search features that allow users to take advantage of the powerful payment worksheets.
Payments are identified as they are entered indicating any customer or identifying information
used to match the payment with the open item.
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This topic reviews how customer payments are recorded on a regular deposit.

After completing this topic, you will be familiar with:

e How customer payments are applied in Accounts Receivable
e The pages used to record a regular deposit in GEARS

Procedure

In this topic, you will review a regular deposit recorded in Accounts Receivable.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites | Main Menu > Accounts Receiveble > Payments > Onine Payments » Regulr Deposit
& New Window [& Personalize Page &, nitp
Unit:  JUD52 Deposit ID: MEXT DeleleDepos
*Accounting Date: 02/18/2013 5] Control Currency: usd Q
*Bank Code: BOA Q  BOA Format Currency: usD Q
“Bank Account: TEST @ 003938704459 Rate Type: CRRNT
*Deposit Type: c Q@ GASHCHECK Exchange Rate:
Control Total Amount: 1450 *Count: 1 | | *Recenved: 02/1912013] )
Entered Total Amount: 0.00 Count: 1| | *Entered: 02/1912013][5)
Difference Amount: 000 Count: 41| | Posted:
Posted Total Amount: 000 Count: 0| | Assigned: kenvp1 Q
Journalled Total Amount: 000 Count o || user Kenvpt
B save | =] Notify | | Refresh Er Add Update/Display
Totals | Payments
Step Action
1. The Totals displays the accounting date, banking information, deposit type, and
deposit totals.
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Favorites

Payments

Home | Workist |
Main Menu > Accounts Receivable > Payments > Onine Payments » Regular Deposit

WultiChannel Console

FNew Window [ Personalize Page B, hitp

| AddtoFavorites |  Sign out

Totals | Payments

Unit:  JUD52 Deposit ID: NEXT Dleic D
+Accounting Date: 02/18/2013 5] Control Currency: usd Q
*Bank Code: BOA Q  BOA Format Currency: usD Q
Bank Account: [TEsT @ 003938704459 Rate Type:
<Deposit Type: e la  casHeHECK Exchange Rate:
Control Totals Control Data
Control Total Amount: 1450/ Count: 1) | | *Recetved: 021912013 [5]
Entered Total Amount: 000 Count: 1| “Entered: 0211912013 |[5)
Difference Amount: 000 Count: -1 || Posted:
Posted Total Amount: 0.00 Count: 0| Assigned: kenvp1 a
Journalled Total Amount: 000 Count: 0| User kenvp1
& save | [=] Notity | s Refresh [Ex Add | |5 UpdatefDispiay

Step

Action

The unit displays at the top of the page. The Deposit ID is assigned by the system
upon saving the deposit. If the deposit was created by interface, there would be a
Deposit ID already assigned.

Favorites

Home | workist |
Main Menu > Accounts Receivable » Payments > Onine Payments > Regular Deposit

MukiChannel Console |

S New Window [ Personalize Page B} hitp

Addto Favortes |  Sign out

) save | [ Notify

Totals | Payments

|4 Refresh |

nit:  JuDSs2 Deposit ID: NEXT LT
*Accounting Date: 02119/2013 5] Control Currency: usd Q
“Bank Code: BOA & BoA Format Currency: usD a
- Bank Account: TEST @ oo3eas7oaase Rate Type:
*Deposit Type: c Q@ CASHCHECK Exchange Rate: :
Control Total Amount: 1450, *Count: [ 1 | | *Received: 021912013 [5)
Entered Total Amount: 000 Count 1| Enterea: 0211912013 59
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 000 Count: 0| | Assigned: lenwpt &
Journalled Total Amount: 000 Count: o || user Kenvpt

[E+ Add| /] Updatemisplay |
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Step Action

3. Other fields at the top of the page include the following:

- Accounting Date
- Bank Information (code, bank account)
- Deposit Type (check, credit card, grant wire)

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > Accounts Receivable > Payments > Onine Payments > Regular Deposit

Enewwindow [ Personalze Page B hitp

Unit:  JUD52 Deposit ID: MEXT Delete Depasit
*Accounting Date: 0211912013 5] Control Currency: usd Y

“Bank Code: BOA Q@ BOA Format Currency: usD Q

“Bank Account: [TEST Q003938704459 Rate Type: CRRNT

*Deposit Type: c @ CASHCHECK Exchange Rate:

Control Totals

Control Data
*Received: 02/19/2013 |

Entered Total Amount: 0.00 Count: 1 *Entered: ’m (&)

Difference Amount: 000 Count -1 ||| Posted:

Posted Total Amount: 000 Count o || Assignea: lenwpt &
Journalled Total Amount: 0.00 Count o | user kenvpd

 save | [ Notity | [ Refresn | [E+ Add| /2 UpdaterDispiay |

Totals | Payments

Step Action

4, The Control Totals section displays the total amount of the deposit and the number
of payments (count) included in the deposit. The number of payments (count) must
equal the total control amount.
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Workiist |  MuliChannel Console |  Add to Favorites

Home |

FNew Window [ Personalize Page B, hitp

Favorites . Main Menu > Accounts Receivable » Payments > Onine Payments > Regular Deposit
Payments
Unit: Jups2 Deposit ID: NEXT

| DeleteBeposit

02119/2013] 5

*Accounting Date:

*Bank Code: BOA Q@ BOA
*Bank Account: TEST @ 003938
“Deposit Type: c @ CASHC

704459
HECK

Control Currency: usd a
Format Currency: UsD a
Rate Type:

]

Exchange Rate:

Control Data

Control Totals

|B save | =] Notity | 7 Refresh

Totals | Payments

Control Total Amount: 1450/ Count: [ 1] || *Recenven: 021912013 [5]

Entered Total Amount: 0.00 Count: 1 || “Entered: 0211912013 |[5)

Difference Amount: 000 Count: <1 || Posted:

Posted Total Amount: 0.00 Count 0 || Assigned: lenwr @
Journalled Total Amount: 0.00 Count: 0 || user kenvp1

|Ex Add| | UpdateiDispiay |

Action

The Control Data section displays the date that the deposit was entered and
received and the source.

| AddtoFavorites | Sign out

HuiChannel Console

Worklst

Home |
Main Menu > Accounts Receivable > Payments > Onine Payments > Regular Deposit

S New Window [ Personalize Page B} hitp

Favorites
Unit: Jubs2

Deposit ID: MNEXT

| Delete Deposit

*Accounting Date:
“Bank Code:
*Bank Account:
“Deposit Type:

Control Total Amount:

Entered Total Amount:
Difference Amount:
Posted Total Amount:

| & save | [ Noiity | |

Totals | Payments

0211820135
[por o
[resT o
o

BOA
003938704459,
CASHCHECK

Control Totals Control Data

1450  *Count:

Journalled Total Amount:

4 Refresh |

0.00
0.00
0.00

Count:
Count:
Count:

0.00 Count:

Control Currency: [usa o
Format Currency: juso o
Rate Type:

L ]

Exchange Rate:

[ | *Received: 0211972013 |[5)
1| “Enterec: 02/1912013] )
|| Posted:
0| Assigned: kenvp1 Q
0| User kenvp1
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Step Action
6. Click the Payments tab.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Onine Payments > Regulr Deposit

FNew Window [ Personalize Page [Ehttp *|

Unit: Jupsz Deposit ID: NEXT Date:

02/19/2013 Balance: Not Balanced

Payment Information

Find | view A1 First Kl 1071 1 1

Payment Seq: [ “Payment ID: 123456789 *Accounting Date: 02/19/2013 |5 E
Amount: 1450 currency:
Rate Type: CRRNT Exchange Rate: 00000000

Payment Predictor [C]Joumal Directly Range of References

Payment Method: Check A Attachments (0
Customer Information Find Frst K 1071 1 Las
=
Customer ID: a Business Unit: a
Remit From: Remit SefiD:
Name: 1
Corporate: Corporate SetlD:
subCustts L ] subCustz L 1
MICR ID: Q

Link MICR
Detail References
Reference Information

Personalize | Find | View A1 B8 | %8 First £ 404 O (as

Qual Code Reference

1 Q| Q

HE

|B save | =] Notity | 7 Refresh

<L

B Add| | UpdatemDispla; |

] 3

Step Action

The Payments tab displays the payments recorded in the deposit. All payments
must equal the Control Total Amount on the Totals page.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsRecevable > Payments > Online Payments > Regular Deposit

FNew Window [ Personalize Page [Ehttp *|

Unit: Jups2

Detail References
Reference Information

Qual Code Reference

Deposit ID: NEXT Date: 021912013 Balance: Not Balanced
Payment Information Find | View Al First & 1071 D 1
Payment Sed: l: *Payment ID: 123456789 *Accounting Date: 0211912013 |5 [E3lE
Amount: 1450 Currency:
Rate Type: Exchange Rate: -00000000

Payment Predictor Journal Directly [T Range of References
Payment Method: Check ~ Aftachments (0)
Customer ID; E¥ Business Unit E¥ =
Remit From: Remit SetiD: A
Name: 3
Corporate: Corporate SetiD:
SubCustt: [ SubCustz: [
MICR 1D e

Link MICR

1 Q|

B save | [Z] Notify | s Refresh

Q

To Reference

Personalize | Find | View Al |

13 First 2 4 0f4 1 Las

HE

B Add UpdaleiDisplar

<L

] 3

Step Action

payments.

State Treasury Interface.

The Payment Information section lists the amount of a payment, the payment ID,
the payment method, and accounting date.

The Payment Predictor checkbox is selected for local accounting customer

The Journal Directly checkbox is selected for deposits recorded via the Maryland
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Onine Payments > Regulr Deposit

FNew Window [ Personalize Page [Ehttp *|

Unit: JUDs2 Deposit ID: NEXT Date: 02119/2013 Balance: Not Balanced
Payment Information Find | View Al First K 1071 1 L4
Payment Seq: E *Payment ID: 123456789 *Accounting Date: 0211912013 |5 E
Amount: 1450 Currency:
Rate Type: Exchange Rate: -00000000

[l Payment Predictor [C]Joumal Directly [ Range of References
Payment Method: Check ~ Attachments (0)
Customer Information
Customer ID; E¥ Business Unit E¥ =
Remit From: Remit SetiD: A
Name: 3
Corporate: Corporate SetiD:
SubCustt: ] SubCust: ]
MICRID: Q Link MICR

Detail References
Reference Information

Personalize | Find | View A1 B8 | 38 First £ q0r4 O (as

Qual Code Reference To Reference

1 Q | Q 212]

B save | [Z] Notify | s Refresh Er Add UpdaleDisplar |

< m ]

Step Action

9. The Customer Information section displays the customer associated with the

payment. When you enter a regular deposit manually, you must select a customer to
attach to the regular deposit.

When regular deposits are created through an interface, the customer information
section is automatically populated with the customer information.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Onine Payments > Regulr Deposit
FNew Window [# Personalize Page [E,http *
Unit: Jups2 Deposit ID: NEXT Date: 02/19/2013 Balance: Not Balanced

Find | view A1 First Kl 1071 1 L

Payment Seq: *Payment ID: 123456789 “Accounting Date: 021912013 [ FE
Amount: 1450 Currency: SD
Rate Type: CRRNT Exchange Rate:
[l Payment Predictor [C]Joumal Directly [ Range of References
Payment Method: Check ~ Attachments (0)
Customer ID; E¥ Business Unit E¥ =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICRID: Q Link MICR

Detail References
Bl

Personalize | Find | View A1 B8 | 38 First £ q0r4 O (as

Qual Code Reference To Reference

1 Q | Q 212]

B save | [Z] Notify | s Refresh Er Add UpdaleDisplar |

<[ [ ] r

Step Action

10. You have successfully completed the Understanding Deposits and Payments topic.
You have learned:

- How customer payments are applied in Accounts Receivable

- The pages used to record a regular deposit in GEARS

End of Procedure.

Lesson 2: Understanding Key Order-to-Cash System Processes

Lesson Overview
In this lesson, you will review some of the key system processes that are used to record Circuit
Court Local Accounting transactions and the associated accounting impacts in GEARS.

Lesson Objectives

After completing this lesson, you should be familiar with the following OTC concepts and
processes:

e The BUS Interface and the Approval Staging Page
e The Billing Interface

e Revenue Allocation and Charge ID maintenance

e The Single Action Invoice multi-process job
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2.1 Understanding the BUS Interface and the Staging Approval Page

Judiciary Information Systems (JIS) Back Office interface enables fiscal office users to send
revenue data to JIS's Enterprise Service Bus. JIS's Enterprise Service Bus collects and transforms
the revenue data to a common format and then sends the data to GEARS. In GEARS, the Staging
Approval page provides a means of reviewing transactions sent from JIS's Enterprise Service Bus
interface to GEARS prior to allocating revenue.

GEARS Staging Approval Page is a key link between JIS and GEARS in that all transactions
must be approved on this page before they can be loaded into GEARS. Transactions are
displayed for a specific Batch County, District, Location, and ZDate after they are submitted from
the JIS Website. User security is in place that only allows users access to the appropriate Batch
Counties.

Key Components of the GEARS Staging Approval Page

The GEARS Staging Approval page summarizes all data that has been submitted though the JIS
Website page and presents it by County, District, Location and ZDate. The following key fields
and functionality will be provided to support review and approvals:

Item Description
1. County Determines which county's data will appear
2. ZDate The date the register was closed out / reset. This typically represents
one day of transactions.
3. Amount The amountfor all the transactions residing in the staging table for the

county, district, location and date. This will be used to make sure the
totals for the day tie to the close out reports.

4. Cash Treasury Code A number pre-printed on a deposit slip that must be placed on the
record that goes back to the State forthem to match the deposit with
bank information. The Treasury Code is not captured by the register
since it is part of the deposit and is done after the registers have been
closed / reset). The Treasury Code will be entered on the page and
placed on all the transactions where the method of paymentis Cash or
Check and the revenue is deposited into the State account. The Cash
Treasury Code is always required.

5. ProcessSelected Dotes | A check box to indicate the desire to process the transactions for this
date. Only transactions that have not been processed will display on
this page. Once selected, they willbe movedto an archive table for

processed transactions.

6. Delete Selected Dates | Used to delete all the transactions for a given County, District, Location
and Date. This feature is included to allow for deletion of a day's worth
of transactions in the eventincorrect information was sent through the

BUS. Use of this button will only be used in the case of a resend of the
data.

7. RunButton Used to kick offthe batch process to extract the approved transactions
fromthe staging table and load them to the Billing Interface, Archive
and Paymenttables and create Customers, as needed.

8. Page Edits The page will automatically validate that any Treasury Code has not
been used within the current fiscalyear (for the specified Batch
Agency/District’Location |d orthe user will be presented with an error
message and will not let the user select that transaction for processing.

This topic reviews the key components of the Staging Approval Page in GEARS.
After completing this topic, you will be able to:
e Review the key components of the Staging Approval Page in GEARS

Procedure
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In this topic, you will review key components of the Staging Approval page in GEARS.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces »(Local Acctg Cash Drawer

Run Control ID:  PS_RECV_000001MDJUD0000000103 Report Manager Process Monitor Rt |

e

) New Window _ ? Help [ Personalize Page T hitp

5 seve | & RetumitoSearch | [+Z] PreviousinList  ¥E] NextinList | (=] Noify | [ExAdd) [Estipdatc/Dispiay)

Process LACD | MOP Totals

Step Action

1. The GEARS Staging Approval page summarizes all data that has been submitted
through the JIS Website page.

The data is presented in GEARS by County, District, Location, and Zdate.

2. If the data and totals match, select Process Selected Dates. If the data and totals do
not match, select Delete Selected Dates.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu > Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer
FNewWindow ? Help [ Personalize Page B hitp
[ el MOP Totals |
Run Control ID:

PS_RECVY_000001MDJUDO000000103  Report Manager Process Monitor | Run

County |53 Q | Update List |
Totals by Date

-
B

First Kl a = - 11 (g9
District Location Amount

08 04 $415325

|@ seve | & RetumitoScarch | [+5] PreviousinList  4E] Nextinlist | (=] Notity |

[Bwada) (Elupssicmispiy)]
Process LACD | MOP Totals

Step Action

Once you verify that the data and totals (Zdate, Batch Agency, amounts) are correct,
you enter the treasury code in the Cash Treasury Code field.

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer
FNewWindow ? Help [& Personalize Page B hitp
Run Control ID:  PS_RECY_000001MDJUD0000000103  ReportManager Process Momtov
County 53 Q [ Update List |
Totals by Date

Personalize | Find |

Frst Kl 1011 0 Last

P " Process Selected Delete Selected Cash Treasury
Zdate District Location Amount Dates ot =
1 08 04 $54153.25

(@ Seve | [ Retum o Searcn | (1] Previousintist| (vE] Nextm it [ oty |

Emam)
Process LACD | MOP Totals
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Step Action

4, After you have entered the Cash Treasury Code, you select Run.

By selecting Run, this process initiates a batch process that allocates revenue,
creates customers, creates bills, and creates the FAR report.

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Maryiand Judicary > AOC Interfaces > Local Acctg Cash Drawer

) New Window ? Help [& Personalize Page &, hiip
MOP Totals
Run Control ID:  PS_RECY_000001MDJUD0000000103 Report Manager F’rDceSsl.mmtDr
County |53 (¢} Update List
| 6 D rorr
| o1 08 04 5415325 Ees ] —
B save | |/ RetuntoSearch  [1E] PreviousinList| 4[| NextinList |[=] Notify [Ex Add
Process LACD | MOP Totals
Step Action
5. You have successfully completed the Understanding the Staging Approval Page
topic.
You have learned to:
- review the key components of the Staging Approval page in GEARS
End of Procedure.

2.2 Understanding the Billing Interface

Revenue transactions approved on the Staging Approval page must be loaded into the Billing
Interface tables in order to generate invoices in the Billing module. The Billing Interface
consolidates the transactions and creates invoices within Billing in order to support downstream
processing and reporting.

What is the Billing Interface?

The Billing Interface is a staging area for all billing activity from external sources. GEARS
Billing allows you to enter bills online or to import billing activity through the Billing Interface
from external billing sources such as the BUS interface or the Project Costing (for Grants
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Sponsor billing). The majority of bills that GEARS Billing creates come from the Billing
Interface. GEARS uses online bill entry primarily for low-volume and miscellaneous billings.

This topic reviews the run control page used to run the Billing Interface process in GEARS
Billing.

After completing this topic, you will familiar with:
e the Billing Interface run control page
Procedure

In this topic, you will review the page used to run the Billing Interface Run Control page in
GEARS Billing.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Interface Transactions €_Process Biling Interface

FNewWindow ? Help [ Personalize Page T hitp

Process Billing Interface

Run Control ID: LOAD_ASSETS Report Manager  Process Monitor s

*From Interface ID: 184 Q

“To Interface ID: 184

[ save | [ Retumto Search B Nextinlist | |[] Notify | |Eb Add

Step Action

1. The Process Billing Interface page allows you to import billing activity from
external billing sources such as order management or project costing.

This page allows you to set interface parameters before running the Billing Interface
process. Using a run control 1D, you will enter the From Interface ID and the To
Interface ID, and then select Run.

NOTE: if interface activity within the Interface ID range has been previously
process successfully; it will not be available to be selected for processing again.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Fa\'n_rrtes Main_Menu > B\\Ilng > Interface Imnsa(tmns > Process Biling Interface
& NewWindow ? Help [ Personalize Page &) hitp
Process Scheduler Request
UserID: elisha archibold Run Control ID: LOAD_ASSETS
Servr ame: TN | 5
Recurrence: v Run Time: |5:27:32PM Resetto Current Date/Time
Time Zone: Q
W omore: e — e AT
] Interface & VAT Defaulting BIJOBIO1 P8Job (None) = (None) ~ Distribution
OK Cancel
Step Action
2. You have successfully completed the Understanding the Billing Interface topic.
You have learned to:
- review the pages used to run the Billing Interface in GEARS
End of Procedure.

2.3 Understanding Revenue Allocation

All revenue transactions processed via the BUS Interface into GEARS will be revenue allocated
within GEARS. After users enter a Treasury Code and approve the transactions on the Staging
Approval page, the system will automatically allocate revenue based upon predefined rules for

each Business Unit and Charge ID.

What is a Charge ID?

Charge IDs are defined within GEARS to determine the revenue allocation rules for each court.
Each cash register account code is mapped one-to-one to a GEARS Charge ID and controls the

revenue rules for each item.

An example would be ‘CCS1210” which represents “Licenses - Union Bridge”. CCS1210 would
be sent to GEARS, validated, and then follow the rules defined for that specific court.

Charge 1D Page

The Charge 1D maintenance page allows the user access to maintain the rules for each Charge

ID.
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Specific fields of interest include:

o Bill Type — categorizes each item
o Transaction Type — determines the action to take for each item; including whether or not
to process the data into GEARS

e Payment (Escrow)
e Revenue
e No Action

o Distribution ID / Revenue Splits — determines the allocation rules for the specific item

How Revenue is Allocated?

Assume a $100.00 charge is posted on a receipt containing the code, RCS-280. Based upon the
percentage rules defined for the Charge ID, GEARS will automatically generate the following
transaction for this code:

-$90.00 against distribution code R-5460
-$10.00 against distribution code R-9588

If you need to make an adjustment to bill lines, you can make adjustments (e.g., reallocating
revenue to another account) on the Standard Bill pages in GEARS Billing.

Local Accounting personnel will need to identify the invoice to adjust and to correct revenue
allocation due to an incorrect Account Code used for a register transaction. The local accounting
personnel will need to adjust the invoice with the total amount of revenue to re-allocate to another
account calculated.

This topic reviews the Charge ID and the Standard Billing pages in GEARS Billing.
After completing this topic, you will be able to:
o Review the Charge ID page used to determine the revenue allocation rules for each court
in GEARS Billing
¢ Review the Standard Billing page

Procedure

In this topic, you will review the Charge ID page and Standard Billing page used to determine the
revenue allocation rules for each court in GEARS Billing.
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Charge Code Charge Code 2

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Product Rebted > Bilng > Setup > Charge Code

FNewWindow ? Help [ Personalize Page T hitp

SetiD: JUDs3 Currency: usD Charge ID: RCS-280
~Effective Date: 010111901 Status: Active - =
*Unit of Measure: B a List Price:
~Description: [Transfer Tax- County
Long Description:

Revenue Distribution Code: @ *Revenue Recognition Basis: Invoice Date -
*Bill Type Identifier: [oH e Local Disbursement:

Tax Group: [ @ TransactonType: Billing and Payment -
VAT Group: [ Ja Transaction Sub Type: Neng -

Revenue Codes

Z*Distribution Code
1|[R-5460 Q
2|R-0528 aQ

Description
Revenue R-5460

Line

Revenue R-9588

= Fist Kl 12072 1 Last

Personaiize | Find | 1 |
Percent Allocation

Allocation Basis

FE =
F =

Percentage Allocation = [ 90.000

Percentage Allacation + [ 40.000!

= Firgt K 4 071 1 Last

Personalize | Find | 1 |

Description
Local Disbursement - 9522

Line ‘Distribution Code

1D-9522 Q

Return to Setup

Charge Code | Charge Code 2

B save | & RetumtoSearch [4E] PreviousinList 4E NextinList |[=] Motify

Allocation Basis Percent Allocation

90.000

H =

Percentage Allocation ~ [

B Add UpdaleDispiay | | ] Include History | | (B Correct History

Step Action

The Charge Code page allows you to set up charge codes or to display existing
charge codes. It allows you access to maintain the rules for each Charge ID.

The Charge Code section displays information such as effective date, unit of
measure, status, list price, description, bill type identifier for the charge code.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Product Rebted > Bilng > Setup > Charge Code

FNewWindow ? Help [ Personalize Page T hitp

Charge Code Charge Code 2

SetiD: JuDs3 Currency: usD Charge ID: RCS-280
Charge Code Find | Views All_First Kl 4 014 DI {ast
“Effective Date: 0110111901 Status: Active - B

*Unit of Measure: B Q List Price:

[Transfer Tax- County

*Description:

Long Description:

Revenue Distribution Code: @ Revenue Recognition Basis: nveicepate
*Bill Type Identifier: o Local Disbursement:

Tax Group: [ @ Transaction Type: Billing and Payment -
VAT Group: [ @ Transaction Sub Type: Neme =

Revenue Codes Personaize | Find | B | % Fist 4202 I Last
Line Z*Distribution Code Description Allocation Basis Percent Allocation

1/[R-5460 Q Revenue R-5460 Percentage Allocation = [ 90.000 =
2 [R-9588 a Revenue R-9588 Percentage Allacation + [ 10.000 =

personalize | Find | B | 2 Fist T q 074 1 Last

cusoner

Line *Distribution Code Description Allocation Basis Percent Allocation
1|D-9522 Q Local Disbursement - 9522 Percentage Allocation [ 80.000 =

Return to Setup
B save | & RetumtoSearch | 15| PreviousinList | 4] NextinList |[=] Notify Er Add UpdateDispiay | |4 Include History | | B Correct History

Charge Code | Charge Code 2

Step Action

2. The Revenue Codes section displays the distribution breakdown of the
distributions, including distribution code, description, allocation basis (fixed or
percentage), percent allocation. For percentage values the percentages must equal
100%.

In this example, there are two distribution codes associated with this charge code,
RCS-280, based on a percentage allocation of 90% for distribution code, R-5460 and
10% for distribution code, R-9588.
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Workiist |  MuliiChannel Console |  Addto Favorites | Sign out

Home |

Revenue Codes

Favorites  Main Menu > Set Up Financials/Supply Chain > Product Related > Bilng > Setup > Charge Code
FNewWindow ? Help [ Personalize Page T hitp
' Charge Code 2
SetiD: JuDs3 Currency: usD Charge ID: RCS-280
Charge Code Al First 1 4014 O st
“Effective Date: 010111901 Status: Active - =
*Unit of Measure: B a List Price:
~Description: [Transfer Tax- County
Long Description:
Revenue Distribution Code: @ *Revenue Recognition Basis: Invoice Date -
*Bill Type Identifier: [oH e Local Disbursement:
Tax Group: [ @ TransactonType: Billing and Payment -
VAT Group: [ Ja Transaction Sub Type: Neng -

Line

*Distribution Code

1|[R-5460 Q
2|R-0528 aQ

Disbursement Codes

Allocation

 Customer

Description
Revenue R-5460

Revenue R-9588

Allocation Basis Percent Allocation

Percentage Allocation ~

[ 90.000

Percentage Allocation =

e

[ 10.000

First K14 of 1 1 Last

FE =
F =

Percent Allocation

Line

“Distribution Code

1D-9522 Q

Description
Local Disbursement - 9522

Allocation Basis

Percentage Allocation

[ 90.000

H =

Return to Setup

|B) save | & RetumtoSearch| tE| Previousinlist 4B Nextinlist | [ Notify |

Add | | UpdateDisplay | |2 Include History | | B Correct History |

Charge Code | Charge Code 2

Step Action

The Disbursement Codes section displays the disbursement codes. These codes

simplify the process of generating accounting entries by defining a valid
combination of ChartField values.

Worklst

Add to Favorites

|B) save | | RetumtoSearch | [Z] Hotify | |4 Refresh

Header - Info 1| Line - Info 1

Favorites - Main Menu > Bilng > Maintain Bils
ENew Window [ Personalize Page B, http

Line-Info 1

unit: JUD52  Invoice: 0000000004 Pretax Amt: 103000 USD

Status: NEW @ Invoice Date: 01/042013 ) cycleiD: DAILY Q

“Type: c Q@ source: ucs @ *Frequency: Once FHE =
*Customer: HuDs2 & subcusti: SubCust2:

Anne Arundel County District Court

“Invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 01/04/2013 B payTerms: IMMED Q. pay Method: Cash =

Remit To: 80A @ Bank Account AN Q

Sales: 52001 @ Bill Inquiry Phone: Q

Credit: DEFAULT Q  Collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Heager info 2 Address Copv Adoress

Notes Express Entry [ Page series |
Summany Bill Search Line Search Navigation: Header -Info 1 =l Prev Mext

|Er-Add| | Updatemisplay]
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Step Action

4, Now, that the Charge ID Code has been set up, let's take a look at the Standard
Billing page. The Standard Billing page is where you can, for example, reallocate
revenue to another account.

For example, if you discover that an incorrect revenue allocation was applied to an
invoice, you would use the Standard Billing page to adjust and correct the revenue
allocation.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Bilng > Maintain Bils > Standard Bilng

& New Window [ Personalize Page 1B http

Unit: Jups2 Invoice: 0000000004 Pretax Amt: 103000 USD

status: NEW A invoice Date: 01/0412013 B cyclem: DALY aQ

b ype: c A source: ucs @ *Frequency: Once @ =
*Customer: Hups2 Q. subcustt: SubCust2:

Ann Arungel County District Cour

Finvoice Form: NO_PRINT @ From Date: B Topate: 5

Accounting Date: 01/04/2013 B payTerms: IMMED @ pay Method: Cash =
Remit To: BOA @ Bank Account MAIN Q

sales: 52001 @ Bill Inquiry Phone: aQ

Credit: DEFAULT @ coliector: DEFAULT Q

Biler: DEFAULT Q. Billing Authority: DEFAULT ¥

Goto Header Info 2 Address Copy Address

Jnotes Express Entry FrsTsen

|pummary Bill Search Line Search Navigation: [Header-infa 1 El Pev  Nex

Save /L Returnto Search Hoti 7L Refresh E+ Add | [ UpdatemDisplay]
v

Header - Info 1| Line - Info 1

Step Action

5. The Standard Billing Header - Info 1 page allows you to access and review
general bill information at the header level.

Select the invoice date that you want to appear on the bill. If you specify a value that
falls within a period that is currently closed in GEARS Billing and the accounting
date is not specified, the system issues a warning
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| AddtoFavorites |  Sign out

Home | Workist | MultiChannel Console

Header - info 1| Line - Info 1

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling
ENew Window [ Personalize Page B, http
Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD
Invoice: 0000000004 Anne Arundel County District =] [£]  pax Rows: 5 & =
Court
Bill Line Find | view A1 Frst El 1073 B 1act
Identifier Look Up Date: 0110412013 [5) HE
Seq: 5 Line: Net Extended: 1,000.00
Table: ID | gentifier: [TEST_CHARGE CODE  |@ pescription: Charge Code for Testing
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: [
Unit Price: 1,000.0000 Line Type: REV Q@ Accumulate
Gross Extended: 1,000.00 Tax Code: QT TaxExempt
Exempt Cert: Q
Less Discount: 000 Yempree
Plus Surcharge: 0.00
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Hotes Exoress Enry [Page seres |
Summary Bill Search Line Search Navigation: Line - Info 1 =l prev Next
[E save X\ RetuntoSearch [ Notify  fl, Refresh v Add Update/Dispiay.

Step Action

The Standard Billing - L

the top right corner of the

ine Info 1 page displays the bill lines for the invoice.

The invoice may have one or more bill lines. The number of bill lines is indicated in

Bill Lines section.

| AddtoFavorites |  Sign out

WultiChannel Console

Worklist

Home |

Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto Ling Info 2 Tax
Notes Express Entry
Summary Bill Search Line Search
B save | I RetuntoSearch [S] Motify | s Refresh

Header - Info 1| Line - Info 1

Favorites ~ Main Menu > Bilng > Maitain Bils > Standard Bilng
. 3 -

Less Discount: Exempt Cert: =

0.00
Plus Surcharge: 0.00
Net Extended: 20.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: 20.00
Identifier Look Up Date: 01/04/2013 [ HE
seq: 7 Line: Net Extended: 0.00
Table: D Q. |gentifier RCS200 Q. Description: Chain Store Accident
Quantity: 1.0000 From Date: Gl
Unit of Measure: EA Q To Date: 5]
Unit Price: 10 Line Type: REV Q[ Accumulate
Gross Extended: 10 Tax Code: QI TaxExempt

Exempt Cert: Q

 E| o
Line - Info 1 =l Prev Next

Er Add Update/Dispiay

Navigation:

Page 39



Training Guide 0,
AR230 — Managing Customer Billing, {:)Q GEARS

Receivables and Customer Payments — General Enterprise And Resource Support
District Court

Step Action

7. If you scroll down the page, select, 'Accounting'. Selecting Accounting will take you
to the page that displays the accounting entries for this invoice.

Click the Accounting link.

Home | Workist | MutiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Unit: Jups2 Bill To: JuDs2 Pretax Amt: 1,030.00 USD B o= |
Invoice: 0000000004 Anne Arundel County District  [Z] [£]  max Rows: 5 & &

Court
Bill Line Find | View 1 First ) 430f3 1| (a5t
Seq 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident

Bl Creates GL Acct Entries

PNSSTNIT T Reference Information

personaize | Find | View AINEN [ 38 First T q 074 1 Last

Batch Approp B Fund
Code hey PCA Fund  Account Program PP Approp ¥r Dept Affiliate i Percentage
[Fl|Revenue @ [cs2/@ [11010Q, [o001@ [5463 @ 1101 @ [a1100Q [avzo13Q Q Q Q 100.0¢
4 | *
Percent: 10000 Amount: 100000 Gross Extended: 1,000.00
Seq: ) Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending
Bill Line Distribution - Revenue personaiize | Find | view A1 [ B | B Frse K qorq 1T as
Reference nformation
Batch Approp . Fund =
Code Ay PCA Fund  Account  Program  APP" Approp Yr  Dept Affiliate fund  Percentage
[FI[REvENUE @ [cs2/@ [11010Q [ooo1q, [5463 @ [1101 |@ [AT100Q [Av2013Q Q a a 100.00
1] | ]|
Percent: 100.00 Amount: 20.00 Gross Extended: 20.00
seq 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident

Step Action

8. Accounting entries for ordinal bill lines and bill line adjustments display on the
Accounting Entries page.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Set Up Financials/Supply Chain > Product Related > Biing > Setup > Charge Code

& New Window ? Help [& Personalize Page &, hiip

Disbursemen

ent Codes
H Customer

[ Charge Code [RSFIFTIS. T
SetiD: Jups3 Currency: usD Charge ID: RCS-280
Charge Code Find | Views All_First Kl 4 014 IX 55t
“Effective Date: 0110111901 Status: Active - =
*Unit of Measure: B a List Price:
~Description: [Transfer Tax- County
Long Description:
Revenue Distribution Code: @ *Revenue Recognition Basis: Invoice Date -
*Bill Type Identifier: [oHa Local Disbursement:
Tax Group: [ @ Transaction Type: Billing and Payment s
VAT Group: [ Ja Transaction Sub Type: Neng -
R e Find | BV | 25 Firct Kl 42072 1 Last
Line *Distribution Code Description Allocation Basis rt:an( Allocation
1|Rs480 @ Revenue R-5460 Percentage Allocation = | enooo =

2|[r-9588 aQ Revenue R-9568 Percentage Allocation = 10.000. =

Return to Setup
[ save | £\ RetumtoSearch| 15| PreviousinList 4E] Nextinlist [[=] Notify Er Add

Charge Code | Charge Code 2

Line ‘Distribution Code Description Allocation Basis Percent Allocation

1D-9522 Q Local Disbursement - 9522 Percentage Allocation 90.000 =

4 Include History | | B Correct History

Step Action

You have learned how to:

End of Procedure.

- enter/review the Charge ID page and the Standard Billing page in GEARS

9. You have successfully completed the Understanding Revenue Allocation topic.

2.4 Understanding Single Action Invoicing

All revenue transactions must be finalized through the Single Action Invoice job in order to
update the status of each invoice and make the accounting entries eligible for posting to the

General Ledger.

Instead of running key Billing processes separately, the Single Action Invoice job allows you to
run these processes in an automated sequence after initiating the job. The following processes are

included in the Single Action Invoice job:

1. The initial process finalizes and creates a printed document for the invoice.
2. The next process creates the accounting lines for the Revenue and Accounts Receivable

distribution.
3. The last process loads the invoices into the pending

AR customer files.

This topic reviews the run control page used to initiate the Single Action Invoice process request

in GEARS Billing.

After completing this topic, you will be familiar with:
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o the Single Action Invoice run control page used to process single-action jobs in GEARS
Procedure

In this topic, you will review the Single Action Invoice page used to process the invoice

finalization and load to receivables, general ledger, and payables for each court in GEARS
Billing.

ORrRACLE
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout
Favorites - Man Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice
] Enewwindow [ Personaiize Page [ hitp
< B Frint Options
Run Control ID: BILLING ReportManager Process Monitor U
Language: ~ English = @ Specified O Recipient's
1| »]
Seq Mbr: 1 FE=
@ Processing Date
(© User Defined
(© Do Not Post @ Batch Standard
Business Unit: MDJIUD &
Al Invoice ID
© Bill Cycle © CustID Source: REGITER o
) Date Bill Added © Bill Type
Range ID @ Bill Source
Public Voucher Humber
& Ssave | L. RetumntoSearch Hotify Er Add Update/Display
Single Action Invoice | Print Options
ction_wi win0,BI_PB_WRK_BILL LIST PE);
Step Action
1. On the Single Action Invoice process request page, you have to select process

parameters including, invoice dates, options, posting action, and the bills or invoices
that will be processed.

2. The Invoice Date Option section selects the date that the invoice was created.

In this example, the Run Control will use the processing date to run the process.

The Posting Action should always be Batch Standard.

The Range Selection section allows you to select invoices to be processed with the
single action invoice job.

In this example, the Bill Source is selected which requires you to identify the source
of the invoice. In this example, the invoices come from register transactions.

Use the Bills To Be Processed icon to view the invoices selected for processing.

To run the process, use the Run button at the top of the page.
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(52)| @ httpesforacletdcountsstate.. O~ & X || @ Single Action Invoice

Favarites - Main Menu » Biling » Generate Invoices » Mon-Consolidated > Single Action Invoice
ENewwindow 7 Help [ Personalize Page B, http
) Erint Options
Run Control ID: BILLING Report Manager  Process hionitor Sl
Language:  English ~ @ Specified ©) Recipient's
LT’ i
Sed Nor: 1 HE
@ Processing Date
© User Defined
© Do Not Post @ Batch Standard
- - Business Unit: MDJUD|Q
oan © Invvice ID
- Bil - Source: REGISTER | @
© Bill Cycle © Cust D
7 Date Bill Added 2 Bill Type
© Range ID @ Bill Source
© Public Youcher Number
B Save [ Motify [E Addd UpdsteDisplay
Single Action Invoice | Print Options
A —— . Wi w &S i gy 1s2em [
Bl el=lo™]e]&] B0 e

Step Action

7. You have successfully completed the Understanding Single Action Invoicing topic.
You have learned to:

- review the page used to enter and run Single Action Invoicing in GEARS
End of Procedure.

2.5 Understanding the Receivable Update (ARUPDATE) Process

All OTC transactions are posted to the Billing and Accounts Receivable modules using the
Receivable Update (ARUPDATE) job. The Receivable Update (ARUPDATE) multi-process
job is responsible for posting items in Billing, payments and maintenance activities in Accounts
Receivable. The process updates customer balances, updates item status, and creates accounting
entries for a specified Business Unit and accounting date range.

It is important to note that when the Receivable Update job is run, all activity set to post for a
business unit will be posted, regardless of the type of activity. For example, if pending billing
items and payments for a batch agency are set to post, both the pending item activity and the
payment activity will be posted.

After completing this topic, you will be familiar with:
e How the Receivable Update process is used to update customer balances and other

statuses in Billing and Accounts Receivable
e The Receivable Update Request page and process request parameters
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Procedure

In this topic, you will review the Receivable Update Request page and the process parameters
required to run the process.

Step Action

1. The Request Receivables Update (ARUPDATE) page posts items in Billing and
payments and maintenance activities in Accounts Receivable.

ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Accounts Receivable > Receivables Update » RequestReceivables Update
& New Window [ Personalize Page B, http
) Options

Run Control ID:  PSBIE Heportifanagel Process Manitor Bus
*Group Unit: HUDS52 | =
Process Frequency: Always ~ *High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01032013 [
[ Last Run ¢
I” User Defined Last Run On:
I~ Payment Performance 01/0313 3:30:32PK
T DSO  Calculation Year: Period: Process Instance:
I” subCustomer 13039
B save | [ RetuntoSearch [Z] MNotify 5 Add Update/Display:

Receivable Update Request| Options

Step Action

2. The Run Control ID for the process displays at the top of the Receivable Update
Request page.

When you run the Receivable Update process for the first time, you will need to
create a new run control ID. For subsequent runs, you can search for the run control
ID that you have already created and use it to run the process.
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

ENew Window [ Personalize Page B, http

Run Control ID:  PSEIP Heporfifanaged Process Monitor Run
*Group Unit: [upsz o, HE|
Process Frequency: Always = “High Balance Basis Date: Run Date =l
“Accounting Date From: 01012012 B =accounting Date To: 01/03/2013 [

I” User Defined
I~ Payment Performance
CDpso  calculation Year: Period:

Last Run On:

Process Instance:

01103113 3:30:32PW

™ SubCustomer 13039
& save [\ ReturntoSearch [=] Notify E¥ Add Update/Display:
Receivable Update Request | Options
Step Action
3. In the Process Request Parameters section is where you enter and/or update the

fields.

values in the Group Unit, Process Frequency, and Accounting Date From/To

The Receivable Update process will select all transactions set to post for the
parameters selected on this page.
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Favorites

Home |
Main Menu > Accounts Receivable » Receivables Update > Request Receivables Update

Receivable Update Request Options

Worklist |

Run Control ID:  PSBIP

5 Process Montor | RN

Process Request Parameters

First K1 1 or1 O Lot

*Group Unit: HUDS52 | =
Process Frequency: Always =l +High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01032013 [
Customer History Options Last Run On
I” User Defined Last Run On:
I” Payment Performance 0110313 3:30:32PW
[ DsO  Calculation Year: Period:

Process Instance:
™ subCustomer 13039
|8 save | |2 Retuntosearch  [Z] wotify |

Receivable Update Request| Options

MultiChannel Console |

[ [ updsterispiny

GEARS

General Enterprise And Resource Support

e

Add to Favorites | Sign out

nEn

& New Window [ Personalize Page htip

Action

Users with authority can post more than one batch agency at a time by clicking the
plus sign button and adding parameters for each Group Unit.

Favorites

Home |
Main Menu > Accounts Receivable > ReceablesUpdate » Request Receivables Update

Receivable Update Request Options

Workist |

Run ControlID:  PSBIP F Run

Reporiilanagel Process Monitor |

Process Request Parameters

Find Al Frst K 4or1 O Lot
[-sroup uni: uosz o | =HE
Process Frequency: [Aways E]  -High Balance Basis Date: Run Date -]
*Accounting Date From: 01012012 B <accounting Date To: 010312013 |5
Customer History Options Last Run On
I™ User Defined Last Run On;
I~ Payment Performance 0110313 3:30:32PM
" DSO  Calculation Year: Period:

Process Instance:

™ SubCustomer 12038

|B save | & RetuntoSearch =] hotify

|Ex-Add| | £ Updateisplay:
Receivable Update Request | Options

[Main Content]

WufiChannel Console |

0 New Window [ Personalize Page

Addto Favortes | Sign out

=)

hitp
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Step

Action

5.

Enter the batch agency for which you are posting activity in the Group Unit field.

ORrRACLE

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > AccountsRecevable »> ReceivablesUpdate » Request Receivables Update

Receivable Update Request Options

B New Window [ Personalize Page B, http

Run Control ID:  PSBIP HEpoiifanase! Process Montor (RUM
Process Request Parameters Find | Views All First & 1 071 O Last
+*Group Unit: JUD52 |Q =
| Process Frequency: [aways 5 | “High Balance Basis Date: Run Date =
*Accounting Date From: 01012012 B <accounting Date To: 01/03/2013 5
Customer History Options Last Run On
I™ User Defined Last Run On;
I payment Performance 0110313 3:30:32PM
[ DSO  Calculation Year: Period: Process Instance:
™ SubCustomer 13039
& save | & Retumto Search | [Z] Hotify |BvAdd | | Updateisplsy
Receivable Update Request | Options

Step

Action

You may choose from "Always", "Don’t", and "Once" in the Process Frequency

list.

Typically, you will select "Always". You will run the Receivable Update for the

Group Unit each time.

NOTE: For users with authority to run the process for more than one Group Unit,
you may not want to run Receivable Update for all units. You can change the

process frequency to "Don’t" for the units that you do not want to post.
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GEARS

General Enterprise And Resource Support

Favorites

Receivable Update Request Options

Home | Workist |
Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

ENew Window [# Personalize Page [ http

Run Control ID:  PSBIP

Process Request Parameters

5 Process Monitor |

Run

First K1 1 or1 O Last

HE

*Group Unit: JuDs2 |Q
Process Frequency: Aways =]  *pigh Balance Basis Date: [Runpate =]
“Accounting Date From: 01012012 [ ~accounting Date To: 01/02/2013 [ I

™ SubCustomer

Customer History Options
I” User Defined Last Run On:
I” Payment Performance 01103113 3:30:32PW
T DsO  calculation Year: Period: Process Instance:

13039

WultiChannel Console

Addto Favorites | Sign out

|8 save | |2 Retuntosearch  [Z] wotify |

Receivable Update Request| Options

[ [ updsterispioy

Action

7. Enter the accounting date range of the activity to be posted in the Accounting Date

From/To fields.

Favorites

Receivable Update Request Options

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Main Menu > Accounts Receiable » Recevables Update » Request Receivables Update

& New Window [ Personalize Page 1B http

Run Control ID:  PSBIP HEBHHIEAIEE Process onror | RUD|

Process Request Parameters

™ SubCustomer

*Group Unit: JuDsz |Q
Process Frequency: aways 5] *High Balance Basis Date:
“Accounting Date From: 0110112012 [ =aceounting Date To:

Customer History Options
I™ User Defined Last Run On:
I~ Payment Performance 01/03/13 3:30:32PW
" DSO  Calculation Year: Period: Process Instance:

13039

Run Date -
01/03/2013 5]

Receivable Update Request | Options

|B save | & RetuntoSearch =] hotify

|Ex-Add| | £ Updateisplay:

[Main Content]
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Step Action

8. To schedule the process to run, click the Run button.
Run
ORrRACLE
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > Accounts Receivable » Receivables Update » Request Receivables Update
B New Window [ Personalize Page B, http
Optio
Run Control ID:  PSBIP HEpoiifanase! Process Montor (RUM
0011 O
*Group Unit: Hups2 |Q FE=
Process Frequency: Awes Z]  -ign Balance Basis Date: Run Date =

*Accounting Date From: 01012012 [4  +pccounting Date To: 01/03/2013 [

I+ User Defined Last Run On:
I¥ Payment Performance 0103113 3:30:32PM
M DSO  Calculation Year: Period: Process Instance:
™ subCustomer 13039

B save | & Retumnto Search Hotify. Er Add Updale/Display

Receivable Update Request | Options

[Main Content]

Step Action

9. You have successfully completed the Understanding the Receivable Update
(ARUPDATE) Process topic.

You have reviewed the Receivable Update Request page and process request
parameters required to run the process.
End of Procedure.

Lesson 3: Processing Cash Register Interface to Billing and AR

Lesson Overview

The Billing and Receivables modules in GEARS will collect data from each local court cash
register (UCS, RCS, and standalone) through the Judiciary Information Systems (JIS) Back
Office interface, called the "BUS", which aggregates and standardizes the data for collection in
GEARS. Upon register Z out / reset, each court location will run the BUS interface (an on
demand process). Local Accounting personnel will review transaction totals by Batch Agency,
court location, and date, ensuring the BUS totals match that of the Z Report. Personnel will add
the treasury number to cash and check transactions - this will carry forth on the Daily TRN
(Transaction) file so GAD (General Accounting Division) can match the transaction with the
bank deposit in FMIS (Financial Management Information System).
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Lesson Objectives
After completing this lesson, you will be familiar with:

o Allocating revenue using invoices
e How to record cash drawer deposits

3.1 Running the BUS Interface to Billing (Detail Side of Transaction)

Running the BUS Interface to Billing (Detail Side of Transaction)

The Cash Register interface process will create a new bill in the GEARS Billing module. Each
bill corresponds with a register receipt. The transaction code from the Cash Register will be
mapped to a Charge Code in GEARS. Each Charge Code will have an appropriate Revenue
Account(s) assigned. Upon completion of the Billing process (after the Single Action Invoice
Process is run), the appropriate Revenue and Customer journal entries will be created. For case
and traffic related transactions, the case or ticket number will be automatically entered in the Bill
of Lading field.

In this section, you will use several pages within in the Billing module to run the BUS Interface
to Billing (Detail Side of Transaction).

After completing this section, you will be able to:

Enter the treasury code on the Staging Approval page
Run the billing interface

Run the FAR Report and verify the revenue allocation
Adjust revenue allocation by bill line

Change the status of bills en masse

Run tech Single Action Invoice Process

Run the AR Update

3.1.1 Entering the Treasury Code on Staging Approval Page

Judiciary Information Systems (JIS) Back Office interface enables fiscal office users to send
revenue data to JIS's Enterprise Service Bus. JIS's Enterprise Service Bus collects and transforms
the revenue data to a common format and then sends the data to GEARS. In GEARS, the Staging
Approval page provides a means of reviewing transactions sent from JIS's Enterprise Service
Bus interface to GEARS prior to allocating revenue.

GEARS Staging Approval page is a key link between JIS and GEARS in that all transactions
must be approved on this page before these transactions can be loaded into GEARS. Transactions
are displayed for a specific Batch County, District, Location, and ZDate after they are submitted
from the JIS Website. User security is in place that only allows users to access those Batch
Counties where they have access.

You use the Staging Approval page to verify the accuracy of the data, including verifying that
staging table totals match Z report totals (by court location and date). If the totals and data match,
the next step is to enter Treasury Code per line item (which represents a court location on a
specific date).
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If the totals and data do not match, the discrepancy will need to be diagnosed, and the data will
need to be wiped clean from the staging table, and the Cash Register Interface (BUS) will need to
be re-run.

In this topic, you will use the Staging Approval page in GEARS Billing to enter the Treasury
Code on the Staging Approval page.

After completing this topic, you will be able to:
e Access the Staging Approval page and verify Z Report totals match totals in staging table
by court location and date
e Enter the Treasury Code on the Staging Approval page

Procedure

In this topic, you will learn how the BUS interface will transmit data from the cash register to the
staging table.

Step Action

1. Begin by navigating to the Process LACD page.

Click the Main Menu button.

2. Click the Maryland Judiciary menu.

| [J Maryland Judiciary "|
3. Click the AOC Interfaces menu.

| &2 AOC Interfaces v]
4, Click the Local Acctg Cash Drawer menu.

| |=| Local Acctg Cash Drawer |
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GEARS
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Favorites - Main Menu > Maryland Judicary > AOC Interfaces »> Local Acctg Cash Drawer

Process LACD

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

0 New Window  ? Help B nttp

~ Search Criteria

Search by: Run Control ID begins with |

[” Case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

Step Action

Click the Search button.

The Local Accounting Cash Drawer - Process LACD search page displays.

Clicking on Search will take you to the Staging Approval page.
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Home | Workist | MultiChannel Console |  Sign out

Favorites ~ Main Menu > Maryland Judicary > AOC Interfaces »> Local Acctg Cash Drawer

FNewWindow ? Help [ Personalize Page B hitp

Process LACD [V FEan]

Run ControlID: PROCESS_CASH_DRAWER_RECEIPTS  Report Manager Process Monitor [E]

County| la | Updatelist

Totals by Date

. . Process Selected  Delete Selected  Cash Treasury
Zdate District Location Amount  [rec® o
! HE

Process LACD | MOP Totals

Step Action

6. The Process LACD page displays.

Click the Look up County button.

Look Up County

Search by: Batch County ~ begins with
LookUp || Cancel |sdvanced L ookup

Search Results
ew 100 First [q] 1ot1 3] Lasi

|Bateh County AOC COURT /ACC Court Location
i Circuit Court Allegany County
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Step Action

7. The Look Up County window displays.
Click the 01 link.
8. Select Update List to obtain the cash register transaction(s) that were transmitted

from the BUS Interface for that County.

Click the Update List button.
pdate List

9. The list of cash drawer receipts to be verified and processed displays (by receipt
date, district, location, and amount).

Click the Process Selected Dates option for the second line item.

10. Enter the desired information into the Cash Treasury Code field. Enter "123456"
for example.

11. Click the Save button.

12. Selecting Run initiates a batch process that allocates revenue, creates customers,

creates bills, allocates revenue, and creates the FAR report.

Click the Run button.
Run
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Home | Workist | MultiChannel Console |  Sign out

Favorites - Main Menu > Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer

FnewWindow ? Help [ Personalize Page T hitp

Process Scheduler Request

UserID: andrew.somers Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS
server Name: [N ~ Run Date: [05/22/2013 [
Recurrence: - Run Time: [11:25 551 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format Distribution
AOC_PYMNT_IN AOC_PYMNT_IN  Application Engine  Weo = TXT  ~ Distribution
OK Cancel

13.

The Process Scheduler Request page displays.

Click the O_K button.

14.

Click the Process Monitor link to see the transaction is in queue to be processed.

Process Monito
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Home | Workist | MultiChannel Console Sign out
Favorites = Main Menu > Marylnd Judicary > AOC Interfaces » Local Acctg Cash Drawer
ENew Window ? Help [ Personalize Page (B, hitp
Pro Senver List

seripfandrew.somer @ Type

v Last
server v HName | Q

i Das - [ Refesn |

- \
Instance to

Run Status v Distribution Status - Save On Refresh

Process List

Personaiize | Find | View A

First K1 1 011 O Last
Select Instance Seq. Process Type

Process Hame  User Run Date/Time Run Statys  DStrIDUNON b
Status
[ 19852 Application Engine AOC_PYMNT_IN andrew.somers 05/22/2013 11:2555AMEDT ~ Success  Posted  Detalls

Go back to Process LACD
|2 save | [=] hotity |

Process List| Server List

Step

Action

15.

The Process List displays.

Click the Refresh button.

Go back to Process LACD

Process List | Server List

Home | Workist | MuliChannel Console Sign out
Favorites  Main Menu > Maryiand Judicary > AOC Interfaces » Local Acctg Cash Drawer
Enewwindow 7 Help [ Personalize Page B hiip
Process List JESCCIE]

Select Instance Seq. Process Type

User ID[andrew.somer @, Type ~ Last - [ 1 Days +~ | Refresh |
Server ~  Hame | Q Instance to
Run Status - Distribution Status ~ [ save On Refresh
Process List Personaiize | Find | View A First K1 4 014 O Last

Process Hame  User Run Date/Time. Run stas  isiribution
pr=—— = — SSEES Status
O |19852 Application Engine AOC_PYMNT_IN andrew somers 05/22/2013 11:25:55AM EDT Success Posted Details

B save | [ hotity
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Step

Action

16.

The Run Status is now "Success™ and the Distribution Status is now "Posted".

Click the Go back to Process LACD link.
|Go back to Process LACD |

17.

We have returned to the Staging Approval page.

Click the Update List button.
| UpdateList |

Home | Workist | MultiChannel Console |  Sign out

Favorites - Main Menu > Maryland Judicary > AOC Interfaces »> Local Acctg Cash Drawer

0 New Window ? Help [& Personalize Page |2, hiip

.’ P I""’“i'l'".‘ MOP Totals

Run Control ID:  PROCESS_CASH_DRAWER_RECEIPTS  ReportManager Process Monitor G

County |01 Q Update List

[ Totals b

Zdate District Location Amount

s
$13185.30 [ ] =
[}

$7716.50 [F]

Process Selected  Delete Selecte
es

1 04/26/2013 00 00
2 04/30/2013 00 00

& save £ Returnto Search | |[Z] Notify Er Add

Process LACD | MOP Totals

Step

Action

18.

Since we have successfully processed the previous transaction, the transaction no
longer appears in the Staging Approval page.

19.

You have successfully completed the Entering Treasury Code on Staging Approval
Page topic.

You have learned to:
- transmit data from the cash register to the staging table
End of Procedure.
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3.1.2 Running the Billing Interface

After the cash register data has been verified and run successfully in the staging table, the next
step in the process is to load the cash register data from the staging table to the Billing module for
subsequent processing. This process is performed by running the Billing Interface Process.

In this topic, we will demonstrate how to initiate the Billing Interface Process and includes the
steps to verify that the process ran successfully.
After completing this topic, you will be able to :

o Load staging table data into GEARS Billing by running the Billing Interface process

Procedure

In this topic, you will learn how to run the Billing Interface successfully to load staging table
data into GEARS Billing.

Step Action

1. Begin by navigating to the Process Billing Interface page.

Click the Main Menu button.

2. Click the Menu sort button.

(=]
3. Click the Billing menu.

| &3 Biling b |
4. Click the Interface Transactions menu.

| 1 Interface Transactions *|
5. Click the Process Billing Interface menu.

| |=| Process Biling Interface |
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

FnewWindow ? Help B htip
Process Billing Interface

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Find an Existing Value page displays. Use this page to enter your search
criteria for the Run Control ID.

Note: You will be brought directly to the Process Billing Interface page if your
search only yields one result.

Click the Search button.
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Favorites - Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS  Hepor{ifanagel  Process Monitor @

“From Interface ID: [Ta
“To Interface ID: [
Upsiiciepay

Enew Window ? Help [ Personalize Page B hitp

Home | Workist | MuliChannel Console |  Add to Favorites

Step Action

7. The Process Billing Interface page displays.

Click the Look up From Interface ID (Alt+5) button.

? Help

Look Up From Interface ID

(R CR I—
LookUp | Clear [ Cancal |Basic Lookup

Search Results
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Step Action
8. The Look Up From Interface ID window displays. Use this page to enter search
criteria.
Click the 202 link.
9. The From Interface ID and To Interface ID fields are filled upon return to the
Process Billing Interface page.
Click the Save button.
10. Click the Run button.
—_— " Home | Workist | MutiChannelConsole | Addto Favortes | Sign out
Favrtes Maln_Menu > B\\Ilng > Interface Imn;i(tmns > Process Biling Interface — - - — S— —
{0 New Window ? Help [& Personalize Page |2, hiip
Process Scheduler Request
UserID: ken.funabashi Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS
Server Name: m Run Date: ’WB
Recurrence:] =] Run Time:[1:59:02PM | Resetto Current Date/Time
T\melone:’io\
2 e oot ton trgne (W5l [0 ] iuten
™ Interface & VAT Defaultine BIIOBIOT PSJob [wvane) =] [mione) =] Distrioution
OK Cancel
Step Action
11. The Process Scheduler Request page displays. Use this page to enter and schedule

your request.

Click the Select option for Billing Interface.
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Step Action

12. Click the OK button.
13. Click the Process Monitor link.

Process Monito

14. The transaction shows in the Process List with a Run Status of "Queued" and a
Distribution Status of "N/A".

Click the Refresh button.

15. After the batch process successfully runs, the transaction Run Status will change to
"Success" and the Distribution Status will change to "Posted".
16. You have successfully completed the Run the Billing Interface topic.

You have learned to:

- successfully run the Billing Interface to load the staging data table into GEARS
Billing.

End of Procedure.

3.1.3 Running the FAR Report, Verify Revenue Allocation

The FAR Report stands for Funds Allocation Report. Local Accounting personnel will use the
FAR to review summarized accounting entries by PCA and Object prior to invoice finalization
while there is still an opportunity to make adjustments prior to posting. The accounting entries are
generated according to invoice, which corresponds to a register receipt.

After completing this topic, you will be familiar with how to:

e Generate the FAR Report
o Match allocation totals following Local Accounting's guidelines and business processes

Procedure

In this topic, you will generate the FAR Report and successfully perform and allocate totals.

Step Action

1. Begin by navigating to the AOC Run Bill FAR page.

Click the Main Menu button.
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Step Action

2. Click the Menu sort button.
=]

3. Click the Billing menu.
| 03 Biling

']

4, Click the Interface Transactions menu.
| 1 Interface Transackions

']

5. Click the AOC Bill Funds Allocation Rpt menu.
| £ aoc Bil Funds Allocation Rpt |

Home | Workist | MutiChannel Console |  Add to Favorites |

o & Sign out
Favorites  Main Menu > Biling > Interface Transactions > AOC Bil Funds Allocation Rpt

& New Window ? Help &, http

Aoc Run Bill Far
Enter any information you have and click Search. Leave fields blank for a list of all values,

.‘i d an Existing Va ‘-" Add a New Value

~ Search Criteria

Search by: Run Control ID begins with |

[~ Case Sensitive

‘Search | Advanced Search

Find an Existing Value | Add a New Value

Step

Action

The AOC Run Bill Far search page displays. Use this page to select the Add a
New Value tab.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Interface Transactions > AOC Bill Funds Allocation Rpt

0 New Window  ? Help B http
Aoc Run Bill Far

Find an Existing Value Mdauewvme

Run Control ID:|

Add

EInd an Existing Value | Add a New Value

Step Action

7. The Add a New Value tab displays.
Enter the desired information into the Run Control ID field. For this example,
enter "020113KF".
8. Click the A_dd button.
Add
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u > Biing > Interface Transactions >

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

AOC Bil Funds Allocation Rpt

Enew Window ? Help [ Personalize Page & hiip

Run Control ID:  020113KF

(Optional)
To  Business Unit

*Run Date To

[ —

(optional)
Location To Location

[Ta [Ta

[Ex Add Update/Dispiay

Step

Action

The AOC Run FAR Report page displays.

Click the Business Unit list.

[

10.

The AOC Run FAR page displays. Use this page to enter criteria to execute the
report.

Click the JUD5S2 list item.

11.

Click the (Optional) Business Unit list.

[

12.

Click the JUD52 list item.

13.

Enter the desired information into the Run Date From field. Enter "01/01/2013".

14.

Enter the desired information into the Run Date To field. Enter '02/14/2013".

15.

Click the Look up Location (Alt+5) button.

2]
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Look Up Location

Search by: sales Person begins with
LookUp. || Cancel | advanced Logkup

Search Results

View 100 First [4] 1-s8orse 3] Last

Sales Team Member
Hame 1 vl

Person Type Code
0100% Allegany County Circuit Court BILLSP
Anne Arundel County Circuit Courtt BILLSP
Baltimore County Circuit Court BILLSP
Calvert County Circuit Court BILLSP
‘Caroline County Circuit Court BILLSP
Carroll County Circuit Court BILLSP
‘Cecil County Circuit Court BILLSP
Charles County Circuit Court BILLSP
Dorchester County Circuit Court BILLSP
Frederick County Circuit Court BILLSP
Garrett County Circuit Court BILLSP
Harford County Circuit Court BILLSP
Howard County Circuit Court BILLSP
Kent County Circuit Court BILLSP
Montgomery County Cuit Court BILLSP
Prince Georges’ County Circuit Court BILLSP
‘Queen Anne County Circuit Court  BILLSP
St. Mary's County Circuit Court BILLSP
‘Somerset County Circuit Court BILLSP
Talbot County Circuit Court BILLSP
'WASHINGTON County Circuit Court  BILLSP
Wicomica County Circuit Court BILLSP
WaorcesterCounty Circuit Court BILLSP

[javascript:doUpdateParent(document. wind, #ICRowD’;

Step Action

16. The Look Up Location page displays. Use this page to enter search criteria.

Click the 01001 link.

g

17. Click the Look up (optional) To Location (Alt+5) button.

18. Click the G002 link.

19. Click the Save button.

20. Click the Run button.

21. The Process Schedule Request page displays. Use this page to enter and schedule
your request.

Click the OK button.

22. Click the Process Monitor link.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites ~ Main Menu > Biling > Interface Transactions > AOC Bil Funds Alocation Rpt
I New Window ? Help [ Personalize Page &, http
Actions
useriDkenfunabashi @ Type [ =] [Last | [ 1 [pays =l Refresh
server| =] name | Q Instance | wo |
Run Status - Distribution Status =] F saveOnRefresh
Personaiize | Find | View 21 | B | 3

Select Instance Seq, Process Type Process Hame User Run Date/Time Run Status w Details

|= s2ss SQR Report AOCARRO1  Ken.unabashi 0214/2013 4:16:06PM PST Queued NiA Details I

15256 SQR Report AOCARRO1  kenfunabashi 0211412013 4:1153FN PST Success  Posted  Defails

= 15238 Application Engine BIFO001 ken funabashi 02/14/2013 1:59:02PM PST Success  Posted  Details

15237 Application Engine AOC_PYMNT_IN ken funabashi 021412013 1:56:50P PST Success  Posted  Defails

= 15231 Application Engine FS_BP kenfunabashi 02/14/2013 121985PMPST  Success  Posted  Delails

F 15230 Application Engine FS_BP ken funabashi 021142013 11BN Contentl gucece postes  Detais

15220 Application Engine FS_EF kenfunabashi 02/14/2013 121428PMPST  Success  Fosted  Delails

= 15228 Application Engine FS_BP kenfunabashi 02/14/2013 121403PMPST  Success  Posted  Delails

Go back to Ao Run Bill Far

3 save [Z] Notify
Process List| Server List
« 3

Step

Action

23.

The Process List displays.

The transaction shows in the Process List with a Run Status of "Queued" and a
Distribution Status of "N/A".

24.

Click the Refresh button.

25.

Once the batch process runs successfully, the Run Status of the transaction changes
to "Success" and the Distribution Status changes to "Posted".

Click the Go back to Aoc Run Bill Far link.
[Go back to Aoc Run Bill Far

26.

Now, let's navigate to Report Manager.

Click the Report Manager link.
'
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Home | Workist | MultiChannel Console | Addto Favorites Sign out

Favorites  Main Menu > Blling > Interface Transactions » AOC Bil Funds Alocation Rot
EMewWindow ? Help [& Personalize Page B} http
Explorer | Administration | Archives

View Reports For
Folder: [ASSNSNNNNINNINE ~ |  instance: to: | Refresh |

Name: Created On: [ [Cost | 1 [Das =]

- Completion Process

Beport Report Description Folder Name e Fapr

1 Report

Go back to Aoc Run Bill Far

B save

List | Explorer | Administration | Archives

Step Action

217. The Report Manager List page displays.

Click the Administration tab.
| Adrinistration |

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites - Main Menu > Biling > Interface Transactions > AOC Bill Funds Allocation Rpt

FMewWindow ? Help [# Personalize Page Bl http
" List Explorer | [GSUIGIELENELEN  Archives

View Reports For
User ID: ken funabashi | Type: [HNEIRGTNG0G_GGG =l Last - 1 Days - | Refresh |

status: | =] Foldes =] instance: | to: |

Report Pres o .
Select D e Description Datel = Format  Status Details
021412013 Acrobat
r 11331 15256 | ADCARRO1 A150apl  (opy |Posted  Detais
021472013 Acrobat
r 11320 15255 | ADCARRO1 ke ey Pested Detals
Text
r 11316 15238 illing Interface 02142013 e posted Details
152:10PH
bty
Text
r 11315 15237 |ADC PYMNT I 02142013 5is  Posted  Details
155:54PH
o)
Text
r 11310 15231  Comm. Crifl BudgetProcessor 02142013 mpoe posted  Details
12-19:55PM
(*b)
Text
r 11300 15230 | Comm Cril BudoetProcessor | 22142013 ' Goe posted  Details
12:19:29P1
bty
Text
r 11308 15220 | Comm.Cri BudgstProcessor | 02142013 Fjes  posted  Details
12-14:28PM
o)
Text
r 11307 15228 |Comm. Cnil. BudgetProcessor | 021 +20%% Fijes  |Posted | Details
1214031
.0
Foeans  Dpeseleann

| Delete | cjick ine delete bution to delete the selected report(s)
Go backto Aoc Run Bill Far
|2 save

List | Explorer | Administration | Archives
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Step Action

28. The Report List - Administration page displays.
Click the AOCARROL link.
29. The Funds Allocation Report (FAR) displays in a new window.

Print the report using your internet browser options, if desired.

30. You have successfully completed the Run the FAR Report, Verify Revenue
Allocation topic.

You have learned to:

- allocate totals

- generate the FAR report
End of Procedure.

3.1.4 Adjusting Revenue Allocation by Bill Line

In situations when incorrect revenue allocation is discovered, Local Accounting personnel will
need to identify the invoice and associating bill lines to adjust in order to correct revenue
allocation.

In this topic, you will use the Standard Billing page to adjust the value of the invoice on the bill
line.

After completing this topic, you will be familiar with how to:

e Modify amounts in Revenue Allocation accounts by change the Charge Code by Bill
Line

Procedure

In this topic, you will learn how to modify the amounts in the Revenue Allocation Accounts.

Step Action

1. Begin by navigating to the Bill Entry page.

Click the Main Menu button.

2. Click the Menu sort button.
E
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Step Action
3. Click the Billing menu.
| 23 Biling 3

4, Click the Maintain Bills menu.
| 2 Maintain Bils ]

5. Click the Standard Billing menu.
| [E] standard Biling |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

& New Window [ hip
Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

T8 Add a New Value

~ Search Criteria

Business Unit: = [ < Y

Invoice: begins with ] | Q

Bill Status: = = =
Customer: begins with =] | Q
Contract: begins with ] |

Bills in Business Unit: [= 7] A
Template Invoice Flag:[= = =]

[” Case Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Entry search page displays.

Click the Look up Business Unit (Alt+5) button.

=
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Look Up Business Unit

Business Unit:[begins with =] |

|- tookup || Crear | Cancel |asic Losio
Search Results

ew 100 First [4] 1011 [5] Last

Anne Arundel District Coul

Step Action

7. The Look Up Business Unit page displays. Use this page to search and select
criteria.

Select your Business Unit (Batch Agency). For this example, click JUD52.

8. Click the Search button.
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Add to Favorites

WutiChannel Consol

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Header - Info 1 Line - Info 1

Unit: Jups2

Status: HEW & Invoice Date:
*Type: c A source:

ENew Window [ Personalize Page B, http

0000000004 Pretax Amt: 1,03000 USD

01/04/2013 H cyclein:
ucs @ *Frequency:

Invoice:

DAILY Q
Once ~

m

*Customer: HuDs2 & subcusti: SubCust2:
Anne Aundel County District Court
“Invoice Form: NO_PRINT A From Date: E  ToDate: B
Accounting Date: 01/04/2013 B payTerms: IMMED Q. pay Method: Cash =
Remit To: 80A @ Bank Account AN Q

Q
DEFAULT Q

Sales: 52001 Q
Credit DEFAULT [}

Bill Inquiry Phone:

Collector:

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

s oress o Fage sene:

Summany Bill Search Line Search Navigation: Header -Info 1 Bl Ee Mext

[Bearch (At

|B save | & RetumtoSearch |[Z] Notify 7 Refresh Add Updale/Display]
Header - Info 1| Line - Info 1
“ R

Step

Action

The Standard Billing - Header - Info 1 page displays.

Click the Line - Info 1 tab.

Line - Infa 1

ORrRACLE

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

B NewWindow [ Personalize Page B hiip

Unit: JuDs2 Bill To: Jups2 Pretax Amt: 1,030.00 USD
Invoice: 0000000004 Anne Arundel County District =] [£]  pax Rows: 5 5 =
Court

Bill Line Find | View Al Frst K 103 O Last
Identifier Look Up Date: 0110412013 | B
seq: 5 Line: Net Extended: 1,000.00

Table: D 1@ \gentifier [TEST_CHARGE_CODE  |@ pescription: Charge Code for Testing

Quantity: 1.0000 From Date: (1

Unit of Measure: EA Q To Date: &

Unit Price: 1,000.0000 Line Types REV Q  F Accumuiate

Gross Extended: 1,000.00 Tax Code: QT TaxExempt

Exempt Cert: Q

Less Discount: 0.00 xemptte

Plus Surcharge: 0.00

Net Extended: 1,000.00

VAT Amount: 0.00

Tax Amount 0.00

Net Plus Tax: 1,000.00

Goto Line Info 2 Tax Di

Hotes Express Entry
Summary Bill Search Line Search Navigation: Line -Info 1 =l [Pev  Hed

|E save | A ReturntoSearch | [Z] notify |l Refresh

Header - info 1| Line - Info 1
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Step

Action

10.

The Standard Billing - Line - Info 1 page displays.

Click the View All link.

View Al

11.

All Bill Lines for the invoice display.

example, enter "01/04/2013".

Enter the desired information into the Identifier Look Up Date field. For this

ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Bilng > Maintain Bils > Standard Biling
: L X -
Less Discount: Exempt Cert =
0.00
Plus Surcharge: 0.00
Net Extended: 2000
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 2000
|dentifier Lok Up Date: 01/04/2013 [[5) FHE=
Seq: 7 Line: Net Extended: 10.00
Table: D |gentiier: RCS300 S pescription: BilliadPoal Accident
Quantity: 1.0000 From Date: 5
Unit of Measure: Ex Q To Date: G
Unit Price: 10.0000! Line Type: REV Q[ Accumulate
Gross Extended: 1000 Tax Code: QI Tax Exempt
Exempt Cert: Q
Less Discount: 0.00 !
Plus Surcharge: 0.00
Net Extended: 10.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: 10.00
Goto Line Info 2 Tax Accounting DiscounySurcharge
Summany Bill Search Line Search Navigation: Line -Info 1 Hl e Next
B save | £\ Return to Search Notify = & Refresh B Add Update/Dispiay
Header - Info 1| Line - Info 1 =

Step

Action

12.

=

Click the Look up Identifier button. This field houses the Charge Code.
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Look Up Identifier

SetiD: Jups2
Billing Currency: UsD
Identifier: [oegins win =]
it [Begins witn =] | ]

L s il il |Basic Lookup

[Cook up Identfer (AIt+5)

Search Results

/1901 Test Vending
/1901 Chain Store Accident
11/0111901 BilliadPool Accident  |EA
DE 01/01/1801|Charge Cade for Tesfing EA

Step Action

13. The Look Up Identifier page displays. Use this page to search and select criteria.

Select the appropriate Charge Code. For this example, click RCS200.
RCS200

Message

‘Warning! Changing IDENTIFIER will replace PRICE with new identifier's list price.
(12500,13)

o
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Step Action
14. Click the OK button.
g\ke:(v:;xﬁt;ni(::a(:;ﬂod‘s;;d assign new |d's Chart Fields? Press OK to replace,
7B cance
Step Action
15. Click the OK button.
This automated message is confirming that the accounting string will change as a
result of updating the Charge Code, which adjusts revenue allocation as a result.
16. Enter the desired information into the Gross Extended field. For this example,
enter "10".
17. Click the Accounting link.
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GEARS

General Enterprise And Resource Support

é@

Bl Creates GL Acct Entries
I TR ——

Bill Li Dis enue
“ Reference Information

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Maintain Bils > Standard Biling
Unit: Jups2 Bill To: JUDs2 Pretax Amt: 1,030.00 USD B = |
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
Line Find | View 1 First £l 43013 I [ ast
Seq: 5 Line: Net Extended: 1,000.00
Identifier: TEST_CHARGE_CODE Description: Charge Code for Testing

Code Batch  pca Fund  Account
Agy

Approp
Program PO Approp ¥r  Dept

[# [=I[Revenve @ [cs2 /@ [11010Q, [oooiq, [543 | 1101 |Q [a1100q [Av2013Q Q a [ o
4] |

Fund

Affiliate e

Percentage

100,01
]|

Percent:

10000 Amount; 1,000.00 Gross Extended:
Seq: 6 Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending

nu

tribution - Revenue
U U Reference information

1,000.00

3 ERevEnUE @ %Q [1o10a [ooote [5463 @ [1101 | !%Q r2oza [ la [ & ﬁq [ 0000
1 | ¥
Step Action
18. The Accounting Lines page displays.

Review the adjustment.

19. Click the Save button.
Rerun the FAR to ensure the revenue adjustment had the intended allocation impact.

20. You have successfully completed the Adjust Revenue Allocation by Bill Line topic.

You have learned to:
- modify the amounts and allocate the totals.
End of Procedure.

3.1.5 Changing the Status of Bills

Bills created from the Billing Interface or bills that are created manually will be loaded and saved

with a Status of 'New'. Bills' status must be changed from '

New' to 'Ready’, which means ready to

invoice. The system will allow you to process Change Status of Bills for one or multiple bills at
atime. A report file, Invoice Status Change Report is created during this Bill Status Change
process that lists all of the invoices where the status was changed from 'New' to 'Ready".

NOTE: There are two types of bills, (1) deferred payment tracking and (2) bad checks, that are
saved in the system as placeholders and will never be changed to ready status.
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In this topic, you will use the Change Status of Bills page to change the status of a bill from
'‘New' to 'Ready’.

After completing this topic, you will be familiar with how to:

e Change the status of bills from 'New' to 'Ready’ status
e Run and review the Invoice Status Change Report

Procedure

In this topic, you will learn how to change the Bill Status and generate a report for review.

Step Action

1. Begin by navigating to the Change Status of Bills page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Billing menu.

| &3 Biling v
4, Click the Maintain Bills menu.

| £ Maintain Bils ]
5. Click the Change Status of Bills menu.

| | Change Status of Bills |
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Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

Bill Status Change

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: begins with ~

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MuliChannel Console | Addto Favorites |  Sign ot

ENewWindow  ? Help B http

Step Action

6. The Bill Status Change search page displays. Use this page to select the tab that

allows you to enter a new value or find an existing one.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Bilng > Maitain Bils > Change Status of Bils
D New Window 2 Help 1B, hitp

Bill Status Change

Eind an Existing Value ) (L EL AL

EInd an Existing Value | Add a New Value

Step Action

7. The Add a New Value page displays.

Enter the desired information into the Run Control ID field. For this example,
enter "PROCESS CASH DRAWER_RECEIPT".

8. Click the Add button. This Run Control will be available subsequent to this initial
add.

Add
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Maintain Bils > Change Status of Bils
ENew Window [ Personalize Page B, http
Change Status of Bills

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS

Language: [Engiish™§3

ReportManager  Process Monitor [ RUA]

From Status To Status

I New ™ Ready “*New Bill Status: Ready Bill -
I~ Hold I~ canceled

™ Pending

Range Selection I™ Include Consolidation ‘Group

© i € Invoice ID Business Unit MDJUD O
€ Bill Cycle € CustiD

" Date Bill Added © Bill Type

 Range ID  Bill Source

 Copy Group ID

B save | & RetumtoSearch | [Z] Hotify Er Add Updste/Display

Step Action

9. The Change Status of Bills page displays.

Ensure the value in the New Bill Status drop down field is "Ready Bill."
10. Click the Look up Business Unit (Alt+5) button.
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Look Up Business Unit

Business Unit: begins with 7] |

Look Up Clear Cancel |Basic Lookup

Search Results

ew 100 First [q] 14of4 [3] Last

Busineas Unt pesoription

Descripion
JUDOE  Canoll County Circuit Gourt |
JUD13  Howard County Circuit Gourt.
JUD52  Anne Arundel District Court |
MDJUD  |Administrative Office of Court

Step

Action

11.

The Look Up Business Unit page displays. Use this page to search and select your
Business Unit (Batch Agency).

For this example, click JUD52.

12.

Click the Run button.
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ORACLE

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

Process Scheduler Request

Home | Workist |

GEARS

General Enterprise And Resource Support

{f;{}

MultiChannel Console | Add to Favorites |

[ =4
B New Window  [& Personalize Page pr—

UserID: ken funabashi

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS

server Name: [RSNDDIRSIION = Run Date:[01/032013 [
Recurrence: - Run Time: [1:59:00PH | Resetto Current Date/Time |
TimeZone:|  |Q
Select Description Process Name Process Type “Type *Format i
= Invoice Status Change BIVCSTS SQR Report [weo =] [PoF =] Distriution
| O || —Cancet- |

Step Action

13. The Process Scheduler Request page displays.

Click the O_K button.

Favorites ~ Main Menu > Biling > Maintain Bils > Change Status of Bils

Change Status of Bills

Process Monitor | ‘

Process Instance: 13002

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS

English =

Report Manager
Language:

From Status

Home | workist |

WutiChannel Console | Addto Favortes |

\ =
@ Newwindow [ Personalize Page Saved

I New

To Status

I Hold
™ Pending

@

€ Bill Cycle

" Date Bill Added
C Range ID

© Copy Group ID

™ Ready
I” Canceled

Range Selection

€ Invoice I
€ CustiD
© Bill Type
C Bill Source

|8 save | |/ ReturntoSearch [Z] Hotify |

*New Bill Status:

Business Unit:

™ Include Consolidation Group

Ready Bill x

bups2 |a

|EwAdd| |} Update/Dispiay,
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Step

Action

14.

Click the Process Monitor link.

Process Monito

OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Bilng > Maintain Bils > Change Status of Bils
FINewwindow [ Personalize Page Bl htp
Actions
User ID|kenfunabashi @ Type [ ] [Last =l [ 1 [oas & Refresh
[
Server ICULMMC]  jiame Instance ©
ken funabashi 4 ‘ & ‘ ‘
Run Status| = Distribution Status x| [ save OnRefresh
Personalize | Find | View 41| BV 28 First K 42072 1 Last
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status 2::::““”" Details
= 13002 SQR Report BIVCSTS ken.funabashi 01/03/2013 1:59:00PM PST Queued NIA Details
T 12995 Application Engine CDR_LOADPMT kenfunabashi 01/03/2013 10:20:234M PST Success Posted | Details
Go backto Bill Status Change
@ Save  [Z] Hotity
Process List| Server List
« »

Step

Action

15.

The Process List displays.

Click the Refresh button every 30 seconds or so, monitoring the Run Status and
Distribution Status.

For this exa_mple, click the Refresh button only once.

16.

Click the Details link once the Run Status is "Success" and the Distribution Status
is "Posted".
Details

17.

The Process Detail page displays.

Click the View Log/Trace link.
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ORACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites Main Menu > Bilng > Maitain Bils > Change Status of Bils
ENew Window [ Personalize Page (B} hitp

View Log/Trace

Report
ReportiD: 9474 Process Instance: 13002 fiessage [og
Name: BIVCSTS ProcessType:  SQR Report

Run Status: Success

Invoice Status Change
Distribution Details

Distribution Node: PSUNIX Expiration Date:  [01110/2013

Name File Size (bytes)  Datetime Created

SOR BINCSTS 1300210g 1,567 01/03/2013 1:50:32.970762PM PST
biivests 13002 PDE 1,630 01/03/2013 1:50:32.070762PM PST
bilvests_13002.0ut 0 01/03(2013 1:59:32.970762PM PST
Distribution ID Type “Distribution ID

User ken.funabashi

Retum

[http: fforacie 12.courts state.md.us: 13080 jpsreports/Fsts 84 74bivests_13002...

Step Action

18. The View Log/Trace page displays.

Click the biivests_13002.PDF link.

||:|iiﬁ.-'|:515 13002 PDF

Pecplegoss A1
Peport I0: BITVCSTS TNVOICE STATUS CHANGE RESCRT

€ fone Arundel Cosnty Dist  JUDS2 ED B oHo®

for Specificd Business Unit

1
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Step Action

19. The Invoice Status Change Report displays in a separate window. This report
displays the bill(s) that were changed to a "Ready" status.

Verify that the Status is "RDY".

20. You have successfully completed the Changing the Status of Bills topic.

You have learned to:

- change the Bill Status

- generate an Invoice Status Change report for review
End of Procedure.

3.1.6 Running the Single Action Invoice Process

All revenue transactions must be finalized through the Single Action Invoice job in order to
update the status of each invoice and make the accounting entries eligible for posting to the
General Ledger. Instead of running key Billing processes separately, the Single Action Invoice
job allows you to run these processes in an automated sequence after initiating the job. The
following processes are included in the Single Action Invoice job:

1. The initial process, Finalization, creates the invoice and PDF file for printing

2. The next process creates the accounting lines for the Revenue and Accounts Receivable
distribution.

3. The last process, Load Invoices to AR loads the invoices, which now have a status of
"INV" (Invoiced), into the pending AR customer files

When the Single Action Invoice process completes, there are reports generated that lists the
amount of each invoice that was a part of the batch. Also, the "Load GL Accounting Entries" and
"Load AR Pending Items" reports are available for review in the process monitor.

NOTE: Bills must have a status of "RDY" (Ready to Invoice) before the Single Action Invoice
process is run.

In this topic, you will use the Single Action Invoice pages to run the Single Action Invoice
process.

After completing this topic, you will learn how to:

e Run the Single Action Invoice process
e View a bill status changed from 'RDY" (ready) to 'INV' (invoiced)

Procedure

In this topic, you will learn how to execute the single action invoice process.
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Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

2. Click the Menu sort button.

=]
3. Click the Billing menu.

| 3 Biling v
4, Click the Generate Invoices menu.

| [1 Generate Invoices P|
5. Click the Non-Consolidated menu.

| (1 MWon-Consolidated F|
6. Click the Single Action Invoice menu.

| [Z] single Action Invoice |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Biling > Generate Invoices > Non-Consoidated » Single Action Invoice

I New Window  ? Help 5, hitp
Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values,

.‘i d an Existng Va ‘-" Add a New Value

|~ Search Criteria

Run Control ID: begins with ~

[ case Sensitive

‘Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

7. The Single Action Invoice search
page displays.

Click the Add a New Value tab if there isn't an existing value available.
| Add a New Value |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Biling > Generate Invoices > Non-Consoidated » Single Action Invoice

& New Window  ? Help o5, hitp

Single Action Invoice

Find an Existing Value | [JACEE

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter "PS" followed
by your initials. However, for this example, enter "PSBIP."

9. Click the Add button.
Add
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

) New Window [ Personalize Page B http
Single Action Invoice  JEIIRITTES

Run Control ID: PSBIP

Language: |English x| @ {Specified © Recipient's

Selection Parameters

ReportManager Process Monitor g

Find | View Al First K 10r4 I Last

Seq Nbr: 1 =
Invoice Date Option

© Processing Date

@ User Defined 0110472013 5

Posting Action

© Do Not Post @ Batch Standard

Range Selection

Business Unit: HuDs2 (&

 m © Invoice ID

© Bill Cycle € CustiD

€ Date Bill Added  Bill Type

 Range ID  Bill Source

 Public Voucher Number

5 save [\ ReturntoSearch [=] Notify Er Add Update/Dispiay,
Single Action Invoice | Print Options

Step Action

10. The Single Action Invoice page displays.

Click the Processing Date radio button.
| T Processing Date|

11. Click the Bills To Be Processed icon.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

& New Window [ Personalize Page

Saved |
Bills To Be Processed

Personalize | Find | View AITEV [ 3 Fiet K1 gor4 0 Loat
BIUNit Invoice Status  Customer Inv Layout Layout Type  Bill To Media
JUDS2 0000000004 RDY  Jupsz XMLPUB x Print Copy
Retum

12.

The Bills to be Processed page displays.

Verify the information that you previously entered.
Click the Return button.

13.

Click the Run button.
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Bilng > Generate Invoices > flon-Consoidated > Sigle Action Invoice
ENew Window [ Personalize Page B http =]
Process Scheduler Request
UserID: kenvpl Run Control ID: PSBIP
server Name: [SRERIDIIINN = | Run Date:[01/072013 [
Recurrence:[ 5] Run Time:[10:39:12AM | Resetto Current DalefTime
TimeZone:|  |Q

Process List
Select Description Process llame Process Type Type *Format
I~ aoc Gual AOC_GMBI PSlob [mioney =] [(ione) =] Distriution
[~ Billing Currency Conversion BICURCNV Application Engine  [Web =] [TxT ¥ Distribution
[~ Generate AP Vouchers BIGNAPDA SOR Report [web =] [POF  [7] Distribution
™ Pre-process & Finalization BIVCD0D Application Engine  [Web =] [TxT ¥ Distribution
[~ Single Action Invoice BLIOB03 PSJob [®one) =] [Mone) [7] Distribution
™ Single Actionw/ Comm Crt BIIOBO3K PSJob [None) =] [mone) =] pistribution
I~ Single Action - No Crystal BLIOBX3 PSJob [Mone) =] [Mone) [=] Distribution
I~ Single Action Com Cnfl No Crys BLIOBX3K PSJob [®one) =] [None) [7] Distribution
™ LoadARPending ltems BILDARO1 SQR Report [wev =] [POF =] Distrioution
™ LoadGLInterface BILDGLO1 SQR Report [web =] [PDF _ [=] Distribution
[~ Printlnvoice w/SOR BIPJ10 PSJob [®one) =] [Mone) [7] Distribution
™ PrntXLP PSAO3 invoice BIPJ100 PSJob [None) =] [mone) =] pistribution
[~ PrintGrants Invoice wiSOR BIPJ20 PSJob [Mone) =] [Mone) [=] Distribution
[ PrintSF1080/81 Invoice wSAR BIPJ30 PSJon [tvone) =] [mone) =] Distmbution ]
™ Printinvoice wiCrvstal BIPJ40 PSJob [Mone) =] [Mone) [=] Distribution
I~ Printinvoice wiXlL Publisher BIPJ50 PSJob [®one) =] [Mone) [7] Distribution
™ PrntXLP PSICAInvoice BIPJSS PSJob [None) =] [mone) =] pistribution
™ PrintXMLP 1034735 Invoice BIPJ60 PSJob [Mone) =] [Mone) [=] Distribution
™ PrintXMLP Summ Invoice BIPJES PSJob [®one) =] [Mone) [7] Distribution
[ Printwin B inuni BIP1 pSlnn [ninner =1 [ninnet =] Distrinsion =

Step Action

14. The Process Scheduler Request page displays.

Click the Select option for Single Action Invoice.

15. Move the scrollbar downward.
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OIRACLS
Home ultiChannel Consok Add to Favorites
Favorites  Man Menu > Biing > Generate Invoices > Non-Consoidated > Single Action Invoice

Process List Io
Select Description Process Name Process Type “Type *Format

™ AOC GuBI AOC_GMBI PSJob [tione) =] [None) 7] pistribution

[T Billing Currency Conversion BICURCNY Application Engine m ,TxT—;I Distribution

™ Generate AP Vouchers BIGNAPD1 SQR Report [wevb =] [PDF _ [=] Distribution

I~ Preprocess & Finalization BINGO0D Application Engine  [Web 5] [TXT 5] Distribution

] sinue acton invoice BlIOB03 PSJob [None) =] [mione) =] Distribution

[~ Single Ation w/ Comm Cnl BLIOBO3K PSJob [one) =] [None) [=] Distribution

I~ Single Action - No Crystal BLIOBX3 PSJob [®one) =] [Mone) [7] Distribution

™ Single Action Com Cnti No Crvs BIIOBX3K PSJob [None) =] [mone) =] pistribution

™ Load AR Pending ltems BILDARO1 SQR Report [wevb =] [PDF _ [=] Distribution

™ LoadGLInterface BILDGLO1 SOR Report [web =] [POF  [7] Distribution

[~ Printinvoice w/SQR BIPJ10 PSJob [vone) =] [one) [=] pistrinution

[~ Print XMLP PSAO3 Invoice BIPJ100 PSJob [®one) =] [Mone) [7] Distribution

™ PontGrants nvoice wiSQR BIPJ20 PSJob [None) =] [mone) =] pistribution

™ PrintSF1020/21 Invoice wISQR BIPJ20 PSJob [Mone) =] [None) [=] Distribution

[ Printinvoice wiCrystal BIPJ40 PSJob [®one) =] [Mone) [7] Distribution

™ Printinvoice wiiL Publisher BIPJS0 PSJob [None) =] [mone) =] pistribution

[ PrintXMLP PS/CA Invoice BIPJ55 PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP 1034735 Invoice BIPJGD PSJob [®one) =] [Mone) [7] Distribution

[ PrntXLP Summ. invoice BIPJES PSJob [None) =] [mone) =] pistribution

[ PrintXMLP Invoice BIPJTS PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP PSIPC Invoice BIPJED PSJob [®one) =] [Mone) [7] Distribution

[ PrintXMLP PSIOM Invoice BIPJ8S PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP PSAD1 Invoice BIPJOD PSJob [®one) =] [Mone) [7] Distribution

[ PrntXLP PSAOZ invoice BIPJOS PSJob [Nene) =] [mone) =] Distribution

[~ Billing Pre-Load Process BIPRELD Application Engine  [Weo ¥ [TXT <] Distribution

[~ Comm. Cntrl. Budget Processor FS_BP Application Engine  [Web =] [TXT 5] Distribution

[~ 0K | Cancel | ~|
Step Action
16. Click the OK button.
OI=RAC
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites

Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Single Action Invoice Print Options

Run Control ID: PSBIP
Language:
Selection Parameters

English _»] © Specified C Recipient's

Report Manager

Process Monitor

Process Instance:13282

& New Window [ Personalize Page

Seq Nbr: 1

Invoice Date Option

@ Processing Date
 User Defined

Posting Action

Do Not Post

@ Batch Standard

Range Selection

@

 Bill Cycle

" Date Bill Added
 Range ID

© Public Voucher Number

Single Action Invoice | Print Options

© Invoice ID
€ CustiD
 Bill Type
© Bill Source

B save | | & RetuntoSearch | [Z] Wotify |

Business Unit:

Find | View Al First K 4074 1 Last

Jupsz @

=

Saved I
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Step Action

17. Click the Process Monitor link.
Process Monito

S | | | | si
Favn_rrtes Main_Menu > B\\Iing > Genemtg[nvm(es > Nnn{nn_snhdated > Single Action Invoice s R e e —
) New Window [& Personalize Page &) hitp
|| Process List [ERITIEE]
useriDkenvp1 a Type | =] [Last =l [ 2 [pays =] | Reftesh |
Servell j Name \ Q Instance ’7 to ’7
RunStatus] ]  DistributionStatus [ 5| I Save OnRefresh
= 13348 ‘FSJub ;TJ";BUEI :n.vm 0110712013 11:33:26AM PST Success %::d @
[l 13282 P&8Job BLJOBO3 |kenwvp1 |01/07/2013 10:39:12AM PST Cancel NIA Details
[ | 13281 SQR Report BIVCSTS kenwvp1 |01/07/2013 10:35:33AM PST Success Posted Details
Go back to Single Action Invoice
[3) Save [Z] Notify
Process List | Server List
Step Action
18. The Process List displays.
Click the Refresh button.
19. Click the Save button once the Run Status is "Success" and the Distribution
Status is "Posted".
E save
20. You have successfully completed the Run the Single Action Invoice Process topic.
You have learned to:
- execute the single action invoice process
- generate report for review
End of Procedure.

3.1.7 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer’s
account. The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
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Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.

After completing this topic, you will learn how to:
e Process the Run AR Update (ARUPDATE)
Procedure

In this topic, you will execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

2. Click the Accounts Receivable menu.

| 1 Accounts Receivable 4 |
3. Click the Receivables Update menu.

| 1 Receivables Update F|
4, Click the Request Receivables Update menu.

| |=| Reguest Receivables Update |
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Home | Workist | MultiChannel Console |
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values
T Add a New Value

Run Control ID: beginswith ~ [ |

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

I New Window 7 Help . hiip

Addto Favorites | Sign out

Step Action

5. The Request Receivables Update page displays.

new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.
| Add a New Value |

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a

Enter the desired information into the Run Control ID field.

7. Click the Add button.
Add
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

ENew Window [ Personalize Page B, http

[+ Payment Performance
FDsO  Calculation Year: Period:

Run Control ID:  PSEIP Heporfifanaged Process Monitor Run
*Group Unit: [upsz o, HE
Process Frequency: Always = “High Balance Basis Date: Run Date =l
“Accounting Date From: 01012012 B =accounting Date To: 01/03/2013 |
IZ user Defined Last Run On:

01103113 3:30:32PW
Process Instance:

™ SubCustomer 13039
& save [\ ReturntoSearch [=] Notify E¥ Add Update/Display:
Receivable Update Request | Options
Step Action
8. Make sure the Run Control settings are consistent with the values and selections in

Click the Run button.

the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Page 95




Training Guide

. - o
AR230 — Managing Customer Billing, QQ GEARS
Receivables and Customer Payments — General Enterprise And Resource Support

District Court

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update
ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

Step Action

9. The Process Scheduler Request page displays. Use this page to enter and schedule
your request.

Click the O_K button.

10. Click the Process Monitor link.
Process Monito
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Home | Workist | MuliChannel Console | Addto Favorites Sign out
Favorites = Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

7 New Window & Personalize Page &) hitp |

userm\% a  Type | =] [rest 2 [Days 5] | Refresh
server konp! T 5 mame| @ Instance to
Run Status| =l oistibutionStatus [ =] I Save OnRefresh
Select Instance Seq. Process Type :;:“:% User Run Date/Time Run Status - Details
| PSJob ARUPDATE |kenvp1 |01/04/201310:49:38AMPST  |Processing | NIA Detais |
F 13141 PSJob ARPREDCT |kenvp! |01/04/22013 104207AMPST  |Success  |Posted | Details
13137 PSJob ARPREDCT |kenvp! |01/0422013101959AMPST  |Success  |Posted  Details
F 13138 Application Engine AR_PAYLOAD |kenvp1 |01/04/201310-18:19AMPST  |Success  |Posted | Details
= 13081 PSJob ARUPDATE |kenvp! |01/03/2013 535:07PMPST  Success  |Posted  Details
F 13076 PSJob ARPREDCT |kenwpl |0103/2013 5:34:48PMPST |Success  |Posted | Details
= 13074 Application Engine AR_PAYLOAD kenvp1 (011032013 53200PMPST Success | Posted  Details
m 13087 PSJob ARUPDATE |kenvp! |01/03/2013 52353PMPST  |Success  |Posted | Details
F 13063 PSJob ARPREDCT |kenwpl |01/03/2013 5:20:58PMPST Success  |Posted  Datails
= 13088 PSJob ARUPDATE |kenvp1 |01/03/2013 510:03PMPST |Success  |Posted | Details
F 13085 Application Engine AR_PAYLOAD kenvpl 011032013 50756PMPST Success  Posted Details
F 13048 PSJob ARUPDATE |kenwpl |0103/2013 3:36:28PMPST |Success  |Posted | Details
I 13042 PSJob ARPREDCT |kenvp! 01032013 33300PMPST Success  |Posted  Defails
F 13037 PSJob ARUPDATE |kenwpl |0103/2013 329:33PMPST |Success  |Posted | Datails
= 13030 PSJob ARUPDATE |kenvp1 |01/03/2013 307:24PMPST Success  |Posted Details
F 13020 Application Engine AR_PAYLOAD |kenvp1 |01/03/2013 305:07PMPST |Success  |Posted | Details i
. &

Step Action

11. The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

Click the Refresh button.
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites  Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update
) New Window [& Personalize Page &) hitp |
[ Process List [@EEEARE]
Actions
usern| a  Type [ =] [rast =l [ 2 [Days =] [[Reffesh |
Servell =] name | Q Instance ’7 to ’7
RunStatus| |  DistributionStatus [ 5| I Save OnRefresh
personaiize | Find | view Al B | 8 rrst £ 150 o 55 O Last
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status W Details
F 13151 PSJob ARUPDATE kenvp1 0110412013 10:49:38AM PST Success Posted  |Details
13148 PSJob RFQDISP esther.bouryng|01/04/2013 10:49:20AM PST Success Posted | Details
= 13145 PSJob RFQDISP esther.bouryng|01/04/2013 10:43:02AM PST Success Posted Details o
F 13141 PSJob ARPREDCT kenvpl 0110412013 10:42:07AM PST Success Posted | Details
13137 PSJob ARPREDCT kenvpl 0110412013 10:19:59AM PST Success Posted Details
= 1313 Application Engine AR_PAYLOAD |kenvpl 0110412013 10:18:19AM PST Success Posted  |Details
F o137 Application Engine PSXP_DIRCLN |FSAPPS 0110412013 2:21:46AM PST Success Not Posted | Details
| RS EIRT Application Engine PSXPARCHATTR|FSAPPS 0110412013 2:21:46AM PST Success Not Posted | Details
F 13115 Application Engine PRCSYSPURGE |FSAPPS 0110412013 2:21:294M PST Success NotPosted  Details
F 13112 Application Engine FS_BP esther.bouryng|01/03/2013 11:52:54PM PST Success Posted | Details
m 1311 Application Engine FS_BP esther.bouryng|01/03/2013 11:49:32PM PST Success Posted Details
= 13110 Application Enging FS_BP esther.bouryng| 01/03/2013 11:46:31PM PST Success Posted Details
T 13109 Application Engine FS_BP esther.bouryng|01/03/2013 11:46:00PM PST Success Posted  Details
= 13108 Application Enging FS_BP esther.bouryng| 01/03/2013 11:31:09PM PST Success Posted Details
= 13107 Application Engine FS_BP esther.bouryng|01/03/2013 11:29:47PM PST Success Posted  Details
= 13106 Application Engine FS_BP esther.bouryng|01/03/2013 11:28:48PM PST Success Posted | Details
= 13105 Application Engine FS_BP esther.bouryng|01/03/2013 11:25:47PM PST Waming Posted  |Details
T 13104 Application Engine FS_BP esther.bouryng|01/03/2013 11:21:26PM PST Waming Posted | Details
I'_ 13103 Application Engine FS_BP esther.bouryng|01/03/2013 11:19:22PM PST Waming Posted | Details ‘ Jﬂ
“« v

Step

Action

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have successfully completed the Run AR Update topic.

You have learned to:
- execute the AR Update process
End of Procedure.

3.1.8 Verify Escrow on Escrow Tracking Page

This topic will introduce how to ensure the BUS is accurately populated with escrow-related
fields on the item.

After completing this topic, you will be able to:

e Validate and update Escrow field values

Procedure

In this topic, you will verify that the BUS is accurately populated with the correct escrow-related

fields.
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Step

Action

1.

Begin by navigating to the View/Update Item Details page.

Click the Main Menu button.

Click the Menu not sorted. Click to sort in ascending order. button.

[=]

Click the Accounts Receivable menu.
| 1 Accounts Receivable "l

Click the Customer Accounts menu.
| 3 Customer Accounts 3 |

Click the Item Information menu.
| 3 Item Information k |

Click the View/Update Item Details menu.
| [E| View/Update Item Details |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Customer Accounts > ItemInformation > View/Update Item Detais

ENew Window B hitp
View/Update Item Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Business Unit: = - [ - }
Customer ID: begins with ~ ’70\
item ID: beginswith ~|[
Item Line: = -
Item Status: = -

Credit Analyst: begins with ~ ’70\
Collector: beginswith ~[ Q
Purchase Order Reference: beginswith ~ |  |Q
Document ID: begins with ~ ’7
Bill of Lading: beginswith ~|[

[CIcase Sensitive

Main Content
Search || Clear |gasic Search [ Save Search Criteria

Step

Action

The View/Update Item Details search page displays.

Enter the desired information into the Business Unit field. Enter "jud52".
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Step

Action

8.

Click the Look up Customer ID button.

Credit Analyst:

begins with

Remit From Customer: begins with

Ship To Customer:

begins with

City: begins with

State: Dbegins with

Postal Code:

M|
M
M
Corporate Customer:  begins with + |
M
M
-1

begins with

| Lookup | Clear | Cancel |BasicLookup

Search Results
View 100

Customer D Short Name

1000000007 AnnArundom
1000000002 test333
1000000003 OTC222Tst1

Hame 1
Anne Arundel Office Management
test customer 333

0TC222 TestCust1 DR

1000000004 OTC222TST2
1000000005 Michelle G
1000000006 OTC232CUS1
1000000007 OTC232CUS2
1000000008 DEFERRED P
1000000009 DEFER-TWOQ
1000000010 Local Cust
1000000011 Escrow loc
1000000012 Burt Reyno
1000000013 Escrow Cus

0TC222 TestCust?2 DR

Hichelle Gunter

0TC232 TestCust1

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111
Escrow local 222

Burt Reynolds

Escrow Customer 1

CATEST TESTCADT
GM-0000001 8JI

TEST CAEFFDT
State Justice Institute

GM-0000002 MHSOQ

Maryland Highway Safety Office

GM-0000003 Gavernar's

STOP Violence Against Women

Hame 2

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Alternate Credit

Hame 1
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)

Gov Office of Crime Control & Prevention (blank)

GM-0000004 Gov Office

Edward J Bvine Justice Assist Grant Pam Gov Office of Crime Control & Prevention (blank)

Collector

Remit From |Ship To

Co|

Analyst —° - Customer |Customer/Cu

DEFAULT DEFAULT 1000000001 Y
DEFAULT DEFAULT 1000000002/ N
DEFAULT DEFAULT 1000000003 Y
DEFAULT DEFAULT 1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT DEFAULT 1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT DEFAULT 1000000008 Y
DEFAULT DEFAULT 1000000009 Y
DEFAULT DEFAULT 1000000010 N
DEFAULT DEFAULT 1000000011 N
DEFAULT DEFAULT 1000000012 Y
DEFAULT DEFAULT 1000000013 N
DEFAULT DEFAUL

DEFAULT DEFAUL

DEFAULT DEFAULT

oM oM CH1-0000003Y
DEFAULT DEFAULT GH-0000004)Y

GM-0000005 OVAW

Office on Violence Against Women

U8 Di

(blank)

<[

(I

DEFAULT DEFAULT GM-0000005Y

Action

9. The Look Up Customer ID window displays.
Select your local Escrow customer.

Click the Escrow local 222 link.
Escrow local 222

10. Click the Search button.

11. Click on the applicable Item ID that you wish to view.

For this topic, click the OA-14 link.
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Customer Accounts > ItemInformation > View/Update Item Detais

item 1D: oA-14 Line: Days Late: Status:  Open
Accounting Date: 0212012013 Balance: -1500.00 usp  Billing Unit:
Entry Type: on Original Amount: -1,500.00 USD 7
Entry Reason: ESCRW
AR Dist Info: AR
Discount Options Customer Relations
Due Date: 02/20/2013 Due Days: [T pispute Reason: Q Date: I
Terms: Q Discount Days: Dispute Amount:
Discount Amount: Date: [C] Deduction Reason: Q Date: I
Discount Amount 1: Date 1: Doubtful
[C] Always Allow Discount [CI collection Code: Q Date: I
As Of Date: 0212012013 Posted: 02/2012013 Analyst: DEFAULT Q@ Default Credit Analyst
Payment/Draft Options Collector: DEFAULT @ Default Collector
Payment Method Check - Pay By Credit Carg

AR Specialist: a

[¥] Revaluation Flag [ Available for Netting

Draft Type: Preapproved?

Direct Debit Profile ID: Create Document?
One Item per Draft?

AOC Custom Data

Surety Customer: 10000002, Wichelle Gunter Address Location 19
Case #Citation #: CASE# Cash Register ID REGISTER ID Q
District Location: 52001 Q Receipt# RECEIFT # Q
Treasury Code: TREASURY # Case Type: -
Split lten Action Add Conversation View AuditLogs
B save | & RetumtoSearch |15 Previousin Lisi | $F] NextinList | =] Notify | | Refresh
Detail 1| Detail 2 | Detail 3 | ltern Adiivity | ftem Entries | ltem Audit History B
0 i v

12.

The View/Update Item Details page displays.

The bottom of the screen contains a section titled "AOC Custom Data", which

houses escrow-related data fields.
Review and verify this section.

Click the_ Save button.

13.

You have successfully completed the Verify Escrow on Escrow Tracking Page topic.

You have learned how to:
- Verify escrow values in GEARS
End of Procedure.

3.2 Processing BUS Exceptions

There may be circumstances where a transaction will not successfully load into GEARS. For
example, if a new account code is setup on a register, the corresponding Charge Code was not
setup in GEARS, and the mapping was not added to the BUS interface, the invoice and deposit
will not be created in GEARS. In these circumstances, it is necessary to enter the invoice and
payment manually in GEARS.
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In this section you will use pages in the Billing and Accounts Receivables modules in GEARS to
create and process manual invoice and payments.

After completing this section, you will be able to:

o Enter the Invoice
o Enter Regular Deposit and Create Payment Worksheet for Application

e Run the Payment Application Verification (Review Customer Account)

3.2.1 Entering the Invoice
The first step in Bus Exception Processing is to manually enter an invoice in GEARS. After

entering the bill, you can rerun the FAR to verify revenue allocation for transactions entered
online as well as those interfaced from the BUS.

In this topic, you will use the Bill Entry pages in GEARS to manually create an invoice.
After completing this topic, you will learn how to:

e Create a manual invoice

Procedure

In this topic, you will use the Bill Entry pages in GEARS to manually create an invoice.

Step Action

1. Begin by navigating to the Bill Entry page.

Click the Main Menu button.

2. Click the Menu sort button.

=]
3. Click the Billing menu.

| &3 Biling v
4. Click the Maintain Bills menu item.

| & maintain Bils 3
5. Click the Standard Billing menu.

| | Standard Billing |
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ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

E NewWindow 7 Help B ntip

hitn

Bill Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add 3 New Value

~ Search Criteria

Business Unit: E e
Invoice: begins with ~ | Q

Bill Status: = - -
Customer: begins with ~ | Q
Contract: begins with ~ |

Bills in Business Unit: = = [ <
Template Invoice Flag: = - -

[CIcase Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

javasc tion_wind{dec “#CSwitchMode); |

Step

Action

The Bill Entry search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

ENewWindow 7 Help Bl ntip
Bill Entry

Find an Existing Value Add aNew Value

BusinessUnitt | @

Invoice: NEXT

Bill Type Identifier:  |Q

Bill Source: a
Customer: Q
Invoice Date: | |
Accounting Date: [

Add

Find an Existing Value | Add a New Value
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Step Action

7. Enter the desired information into the Business Unit field. For this example,
enter "JUD53".

8. Enter the desired information into the Bill Type Identifier field. For this example,
enter "LIC".

9. Enter the desired information into the Bill Source field. For this example,
enter "REGISTER".

10. Enter the desired information into the Customer field. For this example,
enter "JUD53".
11. Enter the desired information into the Invoice Date field. For this example,

enter "T".

12. Enter the desired information into the Accounting Date field. Enter "T".

13. Click the Add button.
Add

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Bilng > Maintain Bils > Standard Biling
FNewWindow ? Help [ Personalize Page T hitp
i Line-infod

unit JUDS3 Invoice: NEXT Pretax Amt: 0.00 USD ©

Status: NEW Q. Invoice Date: 04/03/2013 [ cycleiD: Q

“Type: Lic Q@ source: REGISTER @ *Frequency: Once ~EE
*Customer: HuDs2 A subcusti: SubCust2:

Baltimore County District Court

“Invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 04/02i2013 B payTerms: IMMED Q. pay Method: Check -
Remit To: 80A @ Bank Account: 53 Q

Sales: 53001 @ Bill Inquiry Phone: Q

Credit: DEFAULT & collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: Q

Goto Header Info 2 Address Copy Address

Notes Express Entry

Summary Bill Search Line Search Navigation: Header - Info 1 v | Prev Next

B save Notify | s Refresh [E4 Add | £ Update/Dispiay
Header - Info 1 | Line - Info 1

javascript: submithction_wind{document.wind, #ICPanei13 ); | o T
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Step Action

15. The Bill Entry Line - Info 1 page displays.

Enter the desired information into the Table field. Enter "ID".

16. Click the Look up Identifier (Alt+5) button to select a Charge Code.

17. Click the RCS-362 link.

18. Enter the desired information into the Gross Extended field. For this example,
enter "200".

19. Click the Save button.

20. For BUS-related invoice entries, for every positive amount you enter, you must

counteract it with a negative. You will now add a row to enter your negative
amount. In this case, $-200.

Click the Add a new row at row 1 button.

21. |C§“]Ck the Look up Table button.

22. Click the ID link.

23. %i]Ck the Look up Line Type button.

24, Click the MISC link.

25. Enter the desired information into the Gross Extended field. Enter "-200".

26. Enter the desired information into the Identifier field. Enter "BUS PAYMENT".
217. Click the Accounting link.
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istribution

Header - Infa 1 Line- Infa 1

GEARS

General Enterprise And Resource Support

{:%Q

| Signout

Add to Favorites

A newitindow  ? Help [ Personalize Page T, hitp

Pretax Amt:

Jups3
Baltimore County DistrictCoutt E E may Rows:

JUDER Bill To:

10000000133

-200.00

Net Extended:
Description:

Line:
Identifier:

Bl Creates GLAcct Entries

Bill Line Distribution - Revenue vl ||

Personsiize | Find | View

' st Kl qore OLa

lee)

000 UsD &=

5 EE

vl First K 20r2 O Loct

st

& Save | [ Hatity | |4 Refresh |

Header - Info 1 | Line - Info 1] Acctg - Rey Distribution

{0 ) Reference Informetion
Batch Approp.

Code hy PCA Fund  Account Program | WFUR Approp Vi Percentage Amount Budget

= Q Q Q Q Q Q Q a | [ 0.00
< . ] »
Percent: 000 Amount: 000 Gross Extended: -200.00

Goto Line Info 2 Tax Accounting DiscountiSurcharge
s ——
Summary Bill Search Line Search Navigation: Aeotg - Rev Distribution T [Prev Hext

B+ Add | |2 UpdsteDispiay

Step Action

28.

the remaining fields on the line.

NOTE: The Pretax Amt is currently $0.00

The Acctg - Rev Distribution tab displays. Notice you are still viewing the second
line item that you added. Entering in the code BUS_PAYMENT will then autofill

Enter the desired information into the Code field. Enter "BUS_PAYMENT".
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites - Main Menu > Biling > Maintain Bils > Standard Bilng
FNewWindow ? Help [ Personalize Page B hitp
Acctg - Rev Distribution
Unit: JuDs3 Bill To: Jups3 Pretax Amt: 0.00 USD 52 ]
Invoice: 1000000133 Baltimore County DistictCourt ] E  pax Rows: 5 @&

Line:
Identifier: RCS-362

Bl Creates GL Acct Entries

Net Extended:

Description:

5
personaiize | Find | View 2| E

e Al Frst K1 10f1 O Lost

200.00

Licenses - Special Retail Ciga

First Kl 1 010 O Last

Approp

@ save | [ totty | [ Roiresn |

Header - Info 1| Line - Info 1 | Acclg - Rev Distribution

Code Agy PCA Fund  Account Program BV F AppropYr  Percentage Amount Budget
[Ellpus_ravmeEQ, [cs3 @ [53010Q, [0001Q, (5466 @, 5301 Q@ [ss300@ [Av2013Q 100.00, | 200.00
4 m | +
Percent: 100.00 Amount: 200.00 Gross Extended: 200.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Acclg - Rev Distribution -

Step Action

29.

Click the Header - Info 1 tab.
| Header - Info 1 |

Verify that everything was added correctly.

iChannel Console

Add to Favorites

Favorites  Main Menu > Biing > Maintain Bils > Standard Biing
ENewWindow ? Help [& Personalize Page B hitp

Line - Info 1
Unit: JUDS3  Invoice: 1000000133 Pretax Amt: 20000 USD -
Status: RDY @ Invoice Date: 04/0312013 [ cyclein: Q
rype: [RDYReady o voice| REGSTER @ *Frequency: Once FE®
*Customer: HuDs3 QA subcustt: : SubCust2: :

nty District Court
“Invoice Form: NO_PRINT A From Date: E  ToDate: B
Accounting Date: 04/02/2013 B payTerms: IMMED Q. pay Method: Check -
Remit To: 50A @ Bank Account: 53 Q
Sales: 53001 @ Bill Inquiry Phone: Q
Credit: DEFAULT @ collector: pEFALLT I
Biller: DEFAULT @ Billing Authority: Q
Goto Header Info 2 Address Copv Address
Notes Express Entry
Summary Bill Search Line Search Havigation: Header - Info 1 -
|@ save | [Z] Notity | s Refresh | [Ev Add ] UpdateDispiay
Header - Info 1 | Line - Info 1
« I v
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Step Action

30. Enter the desired information into the Status field. Enter "RDY™.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites ~ Main Menu > Biling > Maintain Bils > Standard Bilng
ENewWindow ? Help [& Personalize Page B hitp
Header-Info 1 [@IGEENTK]
=

Unit: JUD53  Invoice: 1000000133 Pretax Amt: 20000 USD -

Status: RDY @ nvoice Date: 04/0312013 [ cycleiD: Q

Type: Ian Readyln\rwmca‘ Source: RECISTER @ *Frequency: Once - =]
*Customer: HuDs2 & subcusti: SubCust2:

Baltimore County District Court

“Invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 04/02i2013 B payTerms: IMMED Q. pay Method: Check -
Remit To: 50A @ Bank Account: 53 Q

Sales: 53001 @ Bill Inquiry Phone: Q

Credit: DEFAULT @ collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: Q

Goto Header Info 2 Address Copy Address

Notes Express Entrv Page Series.

Summary Bill Search Line Search Havigation: Header - Info 1 ~| | Prev Mext

) seve| [ Notify | |4 Refresh | Eb Add | UpdateiDisplay
Header - Info 1 | Line - Info 1
< I v

Step Action

31. Click the_ Save button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

FNewWindow ? Help [ Personalize Page T hitp

& save Notify

Header| Save (Alt+1) | info 1

s Refresh

b Line-info 1
L

unit JUDS3  Invoice: 1000000133 Pretax Amt: 20000 USD -+

Status: RDY @ nvoice Date: 04/0312013 [ cycleiD: Q
“Type: [RDYReadytolnvoice| | ree: REGISTER @ *Frequency: Once MG
*Customer: HuDs2 & subcusti: SubCust2:

Batimore County District Court
“Invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 04/02i2013 B payTerms: IMMED Q. pay Method: Check -
Remit To: 80A @ Bank Account: 53 Q

Sales: 53001 @ Bill Inquiry Phone: Q

Credit: DEFAULT & collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: Q

Goto Header Info 2 Address Copy Address

Notes Express Entry

Summary Bill Search Line Search Navigation: Header - Info 1 v | Prev Next

[+ Add| | £ UpdatelDisplay

m

Step

Action

32.

You have learned to:

End of Procedure.

You have successfully completed the Entering the Invoice topic.

- manually create an invoice in GEARS

3.2.2 Running the Single Action Invoice Process

Running the Single Action Invoice job includes several processes. The bills must have a status of
"RDY" (Ready to Invoice) before this process is run. The first process, Finalization, creates the

invoice and PDF file for printing, should you choose to print. The next will create the accounting
lines for the Revenue distribution.

After completing this topic, you will be familiar with how the:

Bill status is changed from 'RDY" (ready) to 'INV' (invoiced).

[ ]
e The Change Status of Bills report is generated in the Finalize and Print process for
review.
e The "Load GL Accounting Entries" reports are available for review in the process
monitor.
Procedure

In this topic, you will learn how to execute single action invoice process and review through a

report.
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Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

2. Click the Menu sort button.

[= 1
3. Click the Billing menu.

| 03 Biling ]
4, Click the Generate Invoices menu.

| [0 Generate Invoices F|
5. Click the Non-Consolidated menu.

| 31 MWon-Consolidated Pl
6. Click the Single Action Invoice menu.

| E| single Action Invoice |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

I New Window 7 Help . hiip
Single Action Invoice
Enter any information you have and click Search. Leave fields blank for a list of all values
an Exi ST ( Add a New Value
Run Control ID: beginswith ~ [ |

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

7. The Single Action Invoice search page displays.

Click the Add a New Value tab if there isn't an existing value available.
| Add a New Value |

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

ENewWindow  ? Help & hittp

Single Action Invoice

Find an Existing Value ¢

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter "PS" followed
by your initials. However, for this example, enter "PSBIP."

9. Click the Add button.
Add
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

) New Window [ Personalize Page B http
Single Action Invoice  JEIIRITTES

Run Control ID: PSBIP

Language: |English x| @ {Specified © Recipient's

Selection Parameters

ReportManager Process Monitor g

Find | View Al First K 10r4 I Last

Seq Nbr: 1 =
Invoice Date Option

© Processing Date

@ User Defined 0110472013 5

Posting Action

© Do Not Post @ Batch Standard

Range Selection

Business Unit: HuDs2 (&

 m © Invoice ID

© Bill Cycle € CustiD

€ Date Bill Added  Bill Type

 Range ID  Bill Source

 Public Voucher Number

5 save [\ ReturntoSearch [=] Notify Er Add Update/Dispiay,
Single Action Invoice | Print Options

Step Action

10. The Single Action Invoice page displays.

Click the Processing Date radio button.
| T Processing Date|

11. Click the Bills To Be Processed icon.

Page 112



{:%QGEARS

Training Guide
AR230 — Managing Customer Billing,

General Enterprise And Resource Support Receivables and Customer Payments —

District Court

BlUnit Invoice

Return

Bills To Be Processed

JUD52 0000000004

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

& New Window [ Personalize Page

Saved |

Personalize | Find | View AITEV [ 3 Fiet K1 gor4 0 Loat
Status  Customer Inv Layout Layout Type  Bill To Media
RDY  Jupsz XMLPUB x Print Copy

Step Action

12.

The Bills To Be Processed page displays. Verify that the information on the line(s)
is correct.

Click the Return button.

13. Click the Run button.
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Bilng > Generate Invoices > flon-Consoidated > Sigle Action Invoice
ENew Window [ Personalize Page B http =]
Process Scheduler Request
UserID: kenvpl Run Control ID: PSBIP
server Name: [SRERIDIIINN = | Run Date:[01/072013 [
Recurrence:[ 5] Run Time:[10:39:12AM | Resetto Current DalefTime
TimeZone:|  |Q

Process List
Select Description Process llame Process Type Type *Format
I~ aoc Gual AOC_GMBI PSlob [mioney =] [(ione) =] Distriution
[~ Billing Currency Conversion BICURCNV Application Engine  [Web =] [TxT ¥ Distribution
[~ Generate AP Vouchers BIGNAPDA SOR Report [web =] [POF  [7] Distribution
™ Pre-process & Finalization BIVCD0D Application Engine  [Web =] [TxT ¥ Distribution
[~ Single Action Invoice BLIOB03 PSJob [®one) =] [Mone) [7] Distribution
™ Single Actionw/ Comm Crt BIIOBO3K PSJob [None) =] [mone) =] pistribution
I~ Single Action - No Crystal BLIOBX3 PSJob [Mone) =] [Mone) [=] Distribution
I~ Single Action Com Cnfl No Crys BLIOBX3K PSJob [®one) =] [None) [7] Distribution
™ LoadARPending ltems BILDARO1 SQR Report [wev =] [POF =] Distrioution
™ LoadGLInterface BILDGLO1 SQR Report [web =] [PDF _ [=] Distribution
[~ Printlnvoice w/SOR BIPJ10 PSJob [®one) =] [Mone) [7] Distribution
™ PrntXLP PSAO3 invoice BIPJ100 PSJob [None) =] [mone) =] pistribution
[~ PrintGrants Invoice wiSOR BIPJ20 PSJob [Mone) =] [Mone) [=] Distribution
[ PrintSF1080/81 Invoice wSAR BIPJ30 PSJon [tvone) =] [mone) =] Distmbution ]
™ Printinvoice wiCrvstal BIPJ40 PSJob [Mone) =] [Mone) [=] Distribution
I~ Printinvoice wiXlL Publisher BIPJ50 PSJob [®one) =] [Mone) [7] Distribution
™ PrntXLP PSICAInvoice BIPJSS PSJob [None) =] [mone) =] pistribution
™ PrintXMLP 1034735 Invoice BIPJ60 PSJob [Mone) =] [Mone) [=] Distribution
™ PrintXMLP Summ Invoice BIPJES PSJob [®one) =] [Mone) [7] Distribution
[ Printwin B inuni BIP1 pSlnn [ninner =1 [ninnet =] Distrinsion =

Step Action

14. The Process Scheduler Request page displays.

Click the Select option for Single Action Invoice.

15. Move the scrollbar downward.
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OIRACLS
Home ultiChannel Consok Add to Favorites
Favorites  Man Menu > Biing > Generate Invoices > Non-Consoidated > Single Action Invoice

Process List Io
Select Description Process Name Process Type “Type *Format

™ AOC GuBI AOC_GMBI PSJob [tione) =] [None) 7] pistribution

[T Billing Currency Conversion BICURCNY Application Engine m ,TxT—;I Distribution

™ Generate AP Vouchers BIGNAPD1 SQR Report [wevb =] [PDF _ [=] Distribution

I~ Preprocess & Finalization BINGO0D Application Engine  [Web 5] [TXT 5] Distribution

] sinue acton invoice BlIOB03 PSJob [None) =] [mione) =] Distribution

[~ Single Ation w/ Comm Cnl BLIOBO3K PSJob [one) =] [None) [=] Distribution

I~ Single Action - No Crystal BLIOBX3 PSJob [®one) =] [Mone) [7] Distribution

™ Single Action Com Cnti No Crvs BIIOBX3K PSJob [None) =] [mone) =] pistribution

™ Load AR Pending ltems BILDARO1 SQR Report [wevb =] [PDF _ [=] Distribution

™ LoadGLInterface BILDGLO1 SOR Report [web =] [POF  [7] Distribution

[~ Printinvoice w/SQR BIPJ10 PSJob [vone) =] [one) [=] pistrinution

[~ Print XMLP PSAO3 Invoice BIPJ100 PSJob [®one) =] [Mone) [7] Distribution

™ PontGrants nvoice wiSQR BIPJ20 PSJob [None) =] [mone) =] pistribution

™ PrintSF1020/21 Invoice wISQR BIPJ20 PSJob [Mone) =] [None) [=] Distribution

[ Printinvoice wiCrystal BIPJ40 PSJob [®one) =] [Mone) [7] Distribution

™ Printinvoice wiiL Publisher BIPJS0 PSJob [None) =] [mone) =] pistribution

[ PrintXMLP PS/CA Invoice BIPJ55 PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP 1034735 Invoice BIPJGD PSJob [®one) =] [Mone) [7] Distribution

[ PrntXLP Summ. invoice BIPJES PSJob [None) =] [mone) =] pistribution

[ PrintXMLP Invoice BIPJTS PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP PSIPC Invoice BIPJED PSJob [®one) =] [Mone) [7] Distribution

[ PrintXMLP PSIOM Invoice BIPJ8S PSJob [Mone) =] [None) [=] Distribution

[ PrintXMLP PSAD1 Invoice BIPJOD PSJob [®one) =] [Mone) [7] Distribution

[ PrntXLP PSAOZ invoice BIPJOS PSJob [Nene) =] [mone) =] Distribution

[~ Billing Pre-Load Process BIPRELD Application Engine  [Weo ¥ [TXT <] Distribution

[~ Comm. Cntrl. Budget Processor FS_BP Application Engine  [Web =] [TXT 5] Distribution

[~ 0K | Cancel | ~|
Step Action
16. Click the OK button.
OI=RAC
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites

Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Single Action Invoice Print Options

Run Control ID: PSBIP
Language:
Selection Parameters

English _»] © Specified C Recipient's

Report Manager

Process Monitor

Process Instance:13282

& New Window [ Personalize Page

Seq Nbr: 1

Invoice Date Option

@ Processing Date
 User Defined

Posting Action

Do Not Post

@ Batch Standard

Range Selection

@

 Bill Cycle

" Date Bill Added
 Range ID

© Public Voucher Number

Single Action Invoice | Print Options

© Invoice ID
€ CustiD
 Bill Type
© Bill Source

B save | | & RetuntoSearch | [Z] Wotify |

Business Unit:

Find | View Al First K 4074 1 Last

Jupsz @

=

Saved I
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Step

Action

17.

Click the Process Monitor link.
Process Monito

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites - Main Menu > Bilng > Generate Invoices > Non-Consolidated » Single Action Invoice
) New Window [& Personalize Page &) hitp
Actions
user p|kenvp1 a  Type [ =] [Last =l [ 2 [pays =] | Reftesh |
server| =] vame | Q Instance to
Run Status - Distribution Status =]  save OnRefresh
personalize | Fin | view 21 | BV | B ot K 43003 10 Las
Process Distribution
Select Instance Seq. Process Tye Nome™> User  RunDatefTime Bun Status g2 Details
T 13348 PSJob BLIOB03 kenwvp1 01/07/2013 11:33:26AM PST Success Posted  Details
T 13282 PSJob BLIOBO3 |kenvpl |01/07/2013 10:39:12AM PST Cancel WA Details
T 13281 SQR Report BIVCSTS kenwvp1 01/07/2013 10:35:33AM PST Success Posted | Details
Go back to Single Action Invoice
@ Save  [Z] Hotity
Process List| Server List
. | »

Step

Action

18.

The Process List displays.

Click the Refresh button.

19.

Click the Save button once the Run Status is "Success" and the Distribution
Status is "Posted".

E save

20.

You have successfully completed the Run the Single Action Invoice Process topic.

You have learned to:
- execute the single action invoice process
- generate report for review

End of Procedure.
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Lesson 4: Processing Escrow Transactions

Lesson Overview
This lesson covers process online escrow payments and the end-to-end process of returning
escrow.

Lesson Objectives
After completing this lesson you will be familiar with:

Create Escrow and Surety Customer

Create Regular Deposit with Regular Deposit Payments
Create Payment Workshop

Set Payment to post

Run AR Update

Review Posted Escrow payment

Create an AP Vendor and Link to Local Customer
Create Return of Escrow Transaction

Run AR Update

Load to AP

4.1 Online Escrow Payments (Standalone Register Locations)

Online Escrow Payments (Standalone Register Locations)

This section details the process for recording escrow deposits online for transactions that were not
aggregated through the BUS. The payment is recorded in Accounts Receivable as a Regular
Deposit. Then a Payment Worksheet is created to apply it. DBF runs the Journal Generator
process to post the payment in General Ledger.

After completing this section, you will be able to:

Create Escrow and Surety Customer

Create Regular Deposit with Regular Deposit Payments
Create Payment Workshop

Set Payment to post

Run AR Update

Review Posted Escrow payment

4.1.1 Creating an Escrow and Surety Customer

This topic details the process of creating a Local Customer (Defendant) and a Surety Customer.
The process is similar for both.

In this topic, you will use the Customer General Information pages in GEARS to create a new
customer, if one does not already exist.

After completing this topic, you will learn how to:
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 Create a new Surety and/or Escrow customer

Procedure

In this topic, you will use the Customer Information - General Information pages in GEARS
to manually create a customer and customer ID.

Step Action

1. Begin by navigating to the Customer Information - General Information page.

Click the Customers link.

2. Click the Customer Information link.
Eustomer Information
3. Click the General Information link.

Eeneral Information

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites | Sign out
Favorites = Main Menu > Customers > Customer Information > General Information
ENew Window B hitp

General Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
50 [ Add & New Value

SetiD: -~ srRE @
Customer ID: begins with ~ ’70\
Name 1: beginswith [
Name 2: beginswith [ |
Telephone: beginswin = |
City: beginswith [
State: beginswith v [ |
Postal Code: beginswith = |

[[include History [] Correct History  [[] Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

javascrip ction_win0(d #IC de’; ®100% v
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Step

Action

4.

system.

button.

The Customer Information - General Information search page displays. Before
you create a new customer, you can check to see if the customer already exists in the

Under the Find an Existing Value tab, select "contains™ under the Name 1 dropdown
field. Enter a portion of the customer's name in the field, then click the Search

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites | Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

ENew Window B hitp

General Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

50 [ Add & New Value
~ Search Criteria

SetiD: -~ srRE @
Customer ID: begins with ~ ’70\
Name 1: beginswith [
Name 2: beginswith [ |
Telephone: beginswin = |
City: begins with ~ ’7
State: beginswith [
Postal Code: beginswith = |

[[include History [] Correct History  [[] Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

javascrip ction_win0(d #IC de’; ®100% v

Step

Action

If the customer doesn't exist, click the Add a New Value tab.
| Add a New Value |

Page 119




Training Guide
AR230 — Managing Customer Billing,

Receivables and Customer Payments —
District Court

GEARS

General Enterprise And Resource Support

Home:

Worklist |
Favorites = Main Menu > Customers > Customer Information > General Information

General Information

Find an Existing Value Add aNew Value

SetiD: SHARE @
Customer ID:[NEXT Q
|- Add |

Find an Existing Value | Add a New Value

WuliChannel Console

/Add to Favorites

ENew Window B hitp

#,100%

Action

Click the Add button.

The General Information - Add New Value search page displays.

Home:

Workist | MutiChannel Console
Favorites  Main Menu > Customers > Customer Information > General Information

(EOEEINTN - il To Options | Ship To Options | Sold To Options  ( Miscellaneous General Info

FNewWindow ? Help [ Personalize Page Bjnttp =

| Addto Favorites |

Sign out

SetiD:

SHARE Customer ID: NEXT General Info Links: _..More -
*Status: Active - Copv From Customer Level: Regular -
“Date Added: [osr72013 |15 *Since: [06/07/2013 [[5) *Type: User 1 -
*Name 1: [ shortName:|
Name 2: |

Currency Code: Q RateType:|  |Q

Bill To Customer ["Icorrespondence Customer

Correspondence Selection
[] Remit From Customer
Remit From Selection

Ship To Selection

Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
Broker Customer ["] consolidation Customer

Consolidation Business Unit:____|

Indirect Customer [7] Grants Management Sponsor

Federal Attributes
Federal Customer

Trading Partner Code:

Appropriation Symbol Not Required for Reimbursable Agreements

Disbursing Office:| |

Support Teams Personaiize | Find First Kl 1064 O Last
Team Code Default  Description
Q =

Address Locations

Description:

Primary

[ correspondence Address

n

Page 120



égeEARs

General Enterprise And Resource Support

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —
District Court

Step

Action

The Customer Information - General Information page displays.

Enter the desired information into the Name 1 field. Enter "Anne Arundel Office
Management".

Click the Type list.
|Lm::a|l:]ustnmer |L]|

ORACLE
Home | Workist || AddtoFavorites |  Signout

Favorites = Main Menu > Customers > Customer Information > General Information

FNew Window [# Personalize Page [Sihttp *
Bill To Options |~ Ship To Options: Sold Te Options |~ Miscellaneous General Info

setiD: SHARE Customer ID: NEXT General Info Links: . More -
*Status: Active h Copy From Customer Level: Regular -
“Date Added: 061012013 [ Since: 06(10/2013 |[5{

. Commercial
“Name 1: [ Short Hame: |,

Excluded Foreign Customer

Name 2: [
Currency Code: Rate Type: Q =

[C] il To Customer
Bill To Selection
[Z] ship To Customer

Ship To Selection
[T Sold To Customer

Sold To Selection
[T Broker Customer

Correspondence Customer
Correspondence Selection
Remit From Customer
Remit From Selection

[ Corporate Customer
Corporate Seledlion

Consolidation Customer Consolidation Business Unit:

[Elindirect Customer [C] Grants Management Sponsor L4

Federal Attributes

[E Federal Customer Trading Partner Code: Disbursing Office:
[l Appropriation Symbol Not Required for Reimbursable Agreements
Personaiize | Find | viev 21| B |
Team Code Default Description
Q ] =
Address Locations Find | View All First B 4 of 4 I {ast
“Location 1 [CeinTo [F1Primary [0 Broker Cprimary  [#[E=
[Z] ship To [C Primary [ indirect [El primary
Description: [T sold To [C] Primary [T correspondence Address

Depending on the type of customer you wish to create, you can select either the
Surety list item to create a Surety customer or select Local Customer to create an
Escrow customer.

10.

For this example, we can create a Surety Customer. Click the Surety list item.
[Surety |

11.

Enter the desired information into the Currency Code field. Enter "USD".

12.

Enter the desired information into the Rate Type field. Enter "CRRNT".

13.

Click the Bill To Customer option.
||:| Bill To Eustomer|

14.

Click the Sold To Customer option.
| [C] Sold To Customer |
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Step Action

15. Move the scrollbar downwards.

ORrRACLE

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites - Main Menu > Customers > Customer Information » General Information
|2 Indirect Customer I/ rants Management Sponsor p
Federal Attributes
[7] Federal Customer Trading Partner Code: Disbursing Office:
[C] Appropriation Symbol Not Required for Reimbursable Agreements
ea Personaize | Find | viev AT BV | 3 st K g o g O Lot
Team Code Default Description
I Q ] =
Address Locations Find | View All First B 4 of 4 I Last
“Location 1 [CeinTo [F1Primary [0 Broker Cprimary  #[E=
[Z] ship To [C Primary [[lindirect [El primary -
Description: [T sold To [C] Primary [T correspondence Address
[CIRFID Enabled VAT Default VAT Senvice Treatment Setup
Address Details Find | View All First B 4 of 4 I [ast
“Effective Date: 121012012 *Status: Active - E=
Tax Code: Language Code: English -
Physical Nature: ¥ Where Performed: -
Alternate Name 1: Alternate Name 2: 3
Country: USA @ United States
Address 1: [
Address 2: [ View Phone Information
Address 3: [
City: [T in City Limit
County: Postal:
State: @ I
General Info Link: Mare. - s
H100% ~

Step Action

16.

Enter the desired information into the Team Code field. Enter "SALES".

17. Click the Default option.

18. Click the Bill To option in the Address Locations section.

[ Bill To

19. Click the Sold To option.

] Sold To

20. Click the Primary option.

[C] Primary

21. Click the Primary option.

|:|Primar!.r

22. Click the Correspondence Address option.

| [C] correspondence Address |

23.

Enter "customer address on file" into the Address Locations Description field.

24,

Enter the customer's address in the Address 1 field, such as "210 Holiday Court."
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Step

Action

25.

Enter the desired information into the City field. Enter "Annapolis".

26.

Enter the desired information into the State field. Enter "MD".

27.

Enter the desired information into the Postal field. Enter "21401".

28.

Move the scrollbar upwards.

Home | Workist | MutiChannelConsole | Addto Favortes | Sign out

Favorites - Main Menu > Customer: > General

> Customer

FNew Window [ Personalize Page [Sihttp ~|

General Info Bill To Options | Ship To Options

Sold To Options | Wiscellaneous General Info

Bill To Customer
Bill To Selection
Ship To Customer

Ship To Selection
Sold To Customer

Sold To Selection
[T Broker Customer

[[indirect Customer

[ Federal Customer

Juboz @

Address Locations

Team Code Default

SetiD: SHARE Customer ID: NEXT General Info Links: ..Mare -
*Status: Active d Copv From Customer Level: Regular .

“Date Added: [12r182012 | *Since:[12119/2012 |[5] “Type: User1 =

“Name 1: [anne Arunder office Management “Short Name:|AnnArundOM |

Name 2: [ 3
Currency Code: usb Q& Rate Type:|CRRNT  |Q

[¥ Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

[¥] Corporate Customer
Corporate Selection

[Cl consolidation Customer

[C] Grants Management Sponsor

Federal Attributes

Trading Partner Code:[ |

[T] Appropriation Symbol Not Required for Reimbursable Agreements

First Kl 1014 O

S
Personaiize | Fin | viev <1 | B |

Description

Anne Arundel County CC

Consolidation Business Unit:____| I

Disbursing Office: |

Last

Find | View A1l First Kl 4074 3 (a5t

Flerimary  F[=]
[l primary

[T Broker
[Dindirect

[#IBill To
[C ship To

Primary
[l primary

1
Court Addre.

*Location:

javascript: submitAction_win(document.wind, #ICPanel3");

#100% ~

Step

Action

29.

Click the Bill To Options tab.

| Bill To Options |
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Home | Workist | MultiChannel Console |

Favorites = Main Menu > Customers > Customer Information > General Information

General Info Bill To Options [T ALY L5}

Sold Te Options | Miscellaneous General Info

SetiD: SHARE  Customer ID: NEXT Anne Arundel Office Management
Customer Bill To Options Find | View All First K 4 of4 I {ast
“Effective Date: 121912012 |[5) ~Status: Active - =1
Currency Code: usb Rate Type: CRRNT
Responsibilities:
Credit Analyst: Q Collector: Q
AR Specialist: aQ Bill Inquiry Phone: Q
Billing Specialist: Q Billing Authority: Q
Billing Options Billing Consolidation Data
Direct Invoicing Consolidation Key:
[CIrederal Highway File setiD: e
[C] Prompt for Billing Currency
| CustomerID: Q
“Freight Bill Type: Shipping -
Bl Type: [ a Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: Q
Invoice Form: a Start Date: o]
Bill By Identifier: Q. End Date: £l

[C] Purchase Order Required
[C] pisable Prices on Receipt

[Clinterunit Customer [Cimmediate Payment Required

AR Distribution Code:

Hold Humber of Days:

[l

GL Business Unit:

—

Deposit Percent:

FNew Window [ Personalize Page [Ehttp *|

GEARS

General Enterprise And Resource Support

Add to Favorites | Sign out

javascript: submitAction_winO(decument.wind, #ICPanel3');

®100% -

Step

Action

30.

The Bill To Options page displays.

Enter the desired information into the Credit Analyst field. Enter "DEFAULT".

31.

Enter the desired information into the Collector field. Enter "DEFAULT".

32.

Click the Miscellaneous General Info tab.

Miscellaneous General Info

Page 124



General Enterprise And Resource Support

é%GEARS

Training Guide

ORACLE

Favorites = Main Menu > Customers > Customer Information > General Information

General Info | Bill To Options | Ship To Options EELRCYY TN Miscellaneous General Info
SetiD: SHARE  Customer ID: 100000000 Anne Arundel Office Management
Miscellaneous General Info

“Name 1: [anne Arundel Office Management

Name 2: [

Name 3: [

TaxID: ]

Vendor SetiD: [ Vendori:l 1@ vendorInformation
Workflow User: [ Q

Customer Web Site: Go To Website URL

Stock Symbot: Go To Stock Svmbal

Sub Customer Information

[C] SubCustomer

SubCustomer 1: SubCustomer 2:
Date Last Maintained: 12/19/2012 Last Maintained By Operator ID: wayne wright
General Info General Info Links: __More -

Return to Customer Information

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

0 NewWindow [ Personalize Page 1B hitp

topic.

You have learned to:
- manually create an Escrow or Surety customer

End of Procedure.

& save| [ Notify | |4 Refresh | v Add UpdatelDispiay | | /) Inciude History | | (3 Correct History |
General Info | Bill To Options | Ship To Options | Sold To Options | General Info
Step Action
33. The Miscellaneous General Info page displays. Review the Miscellaneous General
Information page.
Note that there is now an ID associated with the Customer that you created.
34. You have successfully completed the Creating an Escrow and Surety Customer

4.1.2 Creating a Regular Deposit with Regular Payment
This topic details the process for creating a Regular Deposit to record an escrow payment.

After completing this topic, you will be able to:

Procedure

create a Regular Deposit with a Deposit ID generated.

In this topic, you will learn to create a regular deposit payment.
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Step Action

1. Begin by navigating to the Regular Deposit page.

Click the Main Menu button.

2. Click the Menu sort button.

[=]
3. Click the Accounts Receivable menu.

| 1 Accounts Receivable ’Ll
4, Click the Payments menu.

| (3 Payments * |
5. Click the Online Payments menu.

| 3 Online Payments P|
6. Click the Regular Deposit menu.

| |5] Regular Deposit |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > AccountsReceivable » Payments > Onine Payments » Regubr Deposit

D New Window B hitp
Regular Deposit

Enter any information you have and click Search. Leave fields blank for a list of all values,

.‘ Find an EX/sting Va ‘-" Add a New Value

- Search Criteria

Deposit Unit: = - Q
Deposit ID: begins with

User ID: begins with ~ Q

Assigned Operator ID: begins with ~ Q

[ case Sensitive

‘Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

7. The Regular Deposit search page displays.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > AccountsReceivable » Payments > Onine Payments > Regubr Deposit

D New Window B hitp
Regular Deposit

Find an Existing Value MdaNEWVHIe

Deposit Unit: Qa
DepositID:  |NEXT Q

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays.
Enter your Business Unit in the Business Unit field. For this example, enter
"JuD52."
9. Click the A_dd button.
Add
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Onine Payments > Regulr Deposit

&0 New Window [ Personalize Page 1B hitp

B save | =] Nolify | s Refresh

Totals | Payments

Unit:  JUD52 Deposit ID: NEXT

“Accounting Date: p2r2012013 ) Control Currency: Q

*Bank Code: Q Format Currency: usD Q

*Bank Account: Q Rate Type:

*Deposit Type: Q Exchange Rate:

Control Total Amount: \ 0.00 *Count: 0 *Received: \02/2012013 5

Entered Adt(Adijt 000 Count: 1 | | “Entered: 0212012013 [

Difference Amount: 000 Count: 4| | Posted:

Posted Total Amount: 0.00 Count: 0 | | Assigned: kenvp1 Q
Journalled Total Amount: 000 Count: o user renvpl

Ex Add Update/Display

Step Action

10. The Regular Deposit - Totals page displays.
Select your escrow bank in the Bank Code field. For this example, enter "BOA".

11. Select your escrow bank account in the Bank Account field, which are setup to end
with an "e." For this example, enter "TEST."

12. The Deposit Type field should automatically populate when a bank is selected.
Verify that it reads Cash/Check. If not, enter "C".

13. Enter "USD" in the Control Currency field.

14. Enter the amount of the escrow deposit in the Control Total Amount field. For this
example, enter "1500."

15. Enter "1" in the Count field.

16. Click the Payments tab.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Onine Payments > Regulr Deposit

FNew Window [ Personalize Page [Eihttp *

Unit: Jups2 Deposit ID: NEXT Date: 02/20/2013 Balance: Mot Balanced

Find | view A1 First K 1071 1 L

Payment Seq: *Payment ID: “Accounting Date: 0212012013 [ FE
Amount: Currency: UsD
Rate Type: CRRNT Exchange Rate:
[l Payment Predictor [C]Journal Directly [ Range of References
Payment Method: Check ~ Aftachments (0)
Customer ID; E¥ Business Unit E¥ =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICRID: Q Link MICR

Detail References

Personalize | Find | View A1 [ BV | 3 Fist L qorq O Loef

1Qua\coue Q ‘Refarante Q To Reference EI
B save | [S] Notify | s Refresh Er Add UmhlelesnlaVi
< I ] ’
Step Action
17. The Payment tab displays.
Enter the check number in the Payment ID field. For this example, enter "123456."
18. Enter the amount of the escrow deposit in the Amount field. For this example, enter
"1500".
19. Click the_ Save button.
20. Once saved, notice the Deposit ID that was generated. WRITE DOWN your
Deposit ID.
Click the Look up Customer ID button.
21. Select the Escrow Customer created. For this example, click Escrow Customer 1.
[Escrow Customer 1|
22. Click the_ Save button.
23. You have successfully completed the Create Regular Deposit with Regular Payment

topic.

You have learned to:
- create a regular deposit payment
End of Procedure.
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4.1.3 Creating the Payment Worksheet (Including Payment Application)

The deposit is placed "on account” for the customer in the Payment Worksheet. Data elements
such as Case / Citation #, Receipt #, and Treasury Code # are entered in this component.

After completing this topic, you will be able to:
o successfully save a payment Worksheet for the deposit recorded in the previous topic.
Procedure

In this topic, you will learn to create a payment worksheet.

Step Action

1. Begin by navigating to the Create Worksheet page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Accounts Receivable menu.

| 1 Accounts Receivable l"_|
4, Click the Payments menu.

| [ Payments * |
5. Click the Apply Payments menu.

| 1 Apply Payments r|
6. Click the Create Worksheet menu.

| | Create Worksheet |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Apply Payments > Create Worksheet

ENew Window B hitp

~ Search Criteria

Deposit Unit:

Deposit ID:

Payment Sequence:
Payment ID:

Payment Status:

UserID:

Assigned Operator ID:
Payment Predictor Method:
Accounting Date:

[ case Sensitive

=~ Q
begins with ~ Q
= -

begins with Q

beginswitn ~ | |

beginswith ~[ @
beginswith ~ [ @
[ B—

‘Search Clear  |Basic Search [g] Save Search Criteria

Step

Action

The Create Payment Worksheet search page displays.

Enter your Deposit Unit in the Deposit Unit field. For this example, enter

"JubD52."

Click the Search button.

Search

Click the hyperlink of the deposit you created. Click the 123456 link.
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Favorites - Main Menu

T

counts Receivable > Payments > Apply Payments > Create Worksheet

Deposit Unit: Jups2 Payment ID: 123456 7] Payment Predictor
Deposit ID: 30 Payment Amount: 1.500.00 USD
Deposit Status: None Applied Payment Status: Identified

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Customer Criteria: Customer Reference

Customer ltems Customer ID: 1000000013 @ Business Unit:
SubCustomer 1: A subCustomer2:
Name: Escrow Customer 1
Remit SetiD: SHARE Remit From ID: 1000000013
Corporate SetiD: SHARE Corporate ID: 1000000013
MICRID: A LinkmicrR

Customer Criteria

Reference Criteria: item Reference Personaiize | Find | P e B g o I ose
Nene T lQualCode  Reference ToReference

T rr— a | a =
Match Rule:

Detail Reference

Hem Status

Reference Criteria

Item Inclusion Options

@ Alltems © Deduction ltems Only © Items in Dispute Only
Exclude Deduction ltems Exclude Collection ltems Exclude Dispute ltems
Worksheet Action
| Build | Clear Created at: Items: 1]
Worksheet Selection Worksheet Application Worksheet Action

(@ Seve | (@ Retumio Search | (151 Previousintist| (vE] Nextmbist| [ wotty.| [ Remesn |

Step Action

10. Click the Build button.

11. The Payment Worksheet Application page displays.

Click the Add with Detail button.
| Addwith Detail |

Page 132



{f;@

GEARS

General Enterprise And Resource Support

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Payments > Apply Payments > Create Worksheet

B New Window [ Personalize Page B http ~ |

Worksheet Application Detail View Retumn to Summary View

Deposit Unit: JUD52Deposit ID: 30 Payment ID: 123456 Pay Seq: 1 Currency:  USDAccounting Date: 02720
item Detail Find | View 4
Selected

Sequence: 2 Document:

X . Due Date:

Payment Amount: Currency: CaselCitation #

{tem 1D [ Q Contracts BU: Q Acctg Date:

item Line: Q Receipt #:

Business Unit: HuDs2 Q Contract Line: a Copy

Customer ID: 1000000013 A Escrow Customer 1 Order No: Q Write OF

SubCustomer 1: [ Register ID:

Item Acthity
SubCustomer [ Region Cate: aQ
a ‘ AddC

Entry Type: o Letter of Credit: . Lo in Diher Groune E
Entry Reason: Promotion Code: ©saiionsl Cust

Discount [Take Discount Herch Type: ‘ a Currency Exchange Aid

District Location: DEFAULT /& Credit Analyst: DEFAULT @ claim Number: [ Revenue Distribution

Sales Person2: @ Collector: DEFAULT & Terms: Q

Broker ID: @ AR Specialist: DEFAULT |@  Location: Q

Deduction Reason: [ ] Deductionpate | | TreasuryCode:

Surety: Q [a
Amount: 150000 Remaining: 1,500.00 Unearned: 0
Selected: 0.00 Discount: 0.00 Eamed: 04
Adjusted: 0.00 Write Off: 0.00
Selection Action Return to Summary View
P [ ] ’

Step

Action

12.

The Worksheet Application Detail View page displays.

Amount field. For this example, enter "-1500."

Enter the amount of the escrow deposit as a negative number in the Payment

13.

Click the Look up Entry Type button.

=
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Place An Amount On Account
04 Prepay An ltem
Pay An ltem

javascript:doUpdateParent{document.wind, #ICRow0 );

Step Action

14. The Look Up Entry Type window displays.
Click the Place An Amount On Account link.
|F'Iace An Amount On Accnunﬂ

15. Click the Look up Entry Reason button.
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Description
n

Abandoned Property
Appeal Fees Refunde
Bond Refund

RW Escrow

UNIDN Unidentified Customer

Step Action

16. The Look Up Entry Reason window displays.
Click the Escrow link.

17. Click the Look up District Location button.
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Look Up District Location

SetiD: SHARE
Sales Person: begins with ~ |

LookUp || Clear | Cancel |Basic|ookup
Search Results

View 100 First [a] 19 orse 5] Las| 3
Team

Sales Member
202 Name 1

7
g

Allegany County Circuit Court LLSH
Anne Arundel County Circuit Court LLSF
Baltimore County Circuit Court LL!
Calvert County Circuit Court BILLSP
Caroline County Circuit Court BILLSP
Carroll County Circuit Court BILLSP
Cecil County Circuit Court BILLSP
Charles County Circuit Court BILLSP
Dorchester County Circuit Court BILLSP
Frederick County Circuit Court BILLSP
Garrett County Circuit Court BILLSP
Harford County Circuit Court BILLSP
Howard County Circuit Court BILLSP
Kent County Circuit Court BILLSP
Montgomery County Cuit Court BILLSP
Prince Georges’ County Circuit Court BILLSP
Queen Anne County Circuit Court BILLSP
St Mary's County Circuit Court BILLSP
Somerset County Circuit Court BILLSP
Talbot County Circuit Court

WASHINGTON County Circuit Court
Wicomico County Circuit Court
WorcesterCounty Circuit Court

Baltimore City Circuit Court

Allegany County District Court

Anne Arundel County District Court

=

=

=

=
5
=

=
=

=
5
=

=
=
=

=
=
=

=
=
=

=
=

=

5
=

&
=

5
=

=
=

=
=

=
=

le
=

o
=

=
S
=

=

EERE!

Step Action

18. The Look Up District Location window displays.

Click the Name 1 column header to alphabetize the list.

19. Select your location. For this example, enter Baltimore County District Court.
| Baltimore County District Court |

20. Enter "CASE #" in the Case/Citation # field.

21. Enter "RECEIPT #" in the Receipt # field. If applicable, the Commissioner ID
should be entered in this field.

22. Enter "REGISTER ID #" in the Register 1D field.

23. Click the Look up Location button.
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Look Up Location

SetiD: SHARE
Customer ID: 1000000013
Address Sequence Number: = -

[ LookUp | Giear || Cancel |gasic L oakuo
Search Results

ew 100 First [q] 1011 [f] Las

Address Sequence Number Description

i

Step Action

24. The Look Up Location window displays.
NOTE: This is the location for the Local Customer.

Click the Main link.

IMain
25. Click the Look up Surety button.
26. The Look Up Surety window displays.

Select the Surety Customer you created. For this example, click Michelle Gunter.

217. Click the Look up button for the field to the right of Surety.
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Sold To Customer: 1000000005
Address Sequence Humber: = -

Description: begins with ~ |

@\ Clear | Cancel |Basic Lookup

Search Results

ew 100 First [q] 1011 [3] Las
SetiD  Address Sequence Number Description
SHARE1 Emplovee Address:

Step Action
28. Click the 1 link under the Address Sequence Number column.
29. Click the Save button.
30. Click the Worksheet Action link.
Worksheet Action]
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Favorites ~ Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet

Payment Worksheet Action

Deposit Unit: JuDs2  DepositID: 30 Payment ID: 123456
Entered Date: 02/20/2013 Status: Do Not Post
Worksheet Action Posting Action Accounting Entry Action

Workshest Selection

B Save Q. RetuntoSearch | |+ PreviousinList | [+E) NextinList| [Z] Noiity

District Court

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

B New Window [ Personalize Page B, http

et Action: Do Not Post - OK Create/Review Enfries

Worksheet Application Worksheet Action

Step Action

31. The Payment Worksheet Action page displays.

Click the Action list.

| Do Not Post -

32. Click the Batch Standard list item.

[Batch Standard |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites ~ Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet

B New Window [ Personalize Page B, http

Payment Worksheet Action

Deposit Unit: JuDs2  Deposit ID: 30 Payment ID: 123456
Entered Date: 02/2012013 Status: Do Not Post
Worksheet Action Posting Action Accounting Entry Action
[ Delete Worksheet | [N Batch Standard oK | [ Create/Review Entries |
[ Delete:PaymentGroup |
Worksheet Selection Worksheet Application ‘Worksheet Action

/B Save &\ RetumtoScarch | [+ Previousinlist [+ NextinList | [ Natify |

Step Action

33. Click the OK button.

WultiChannel Console /Add to Favorites

\ =4
@ New Window [ Persanalize Page aved

Home |  Workist
Favorites = Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet

Payment Worksheet Action

Deposit Unit: JuDs2  Deposit ID: 30 Payment ID: 123456
Entered Date: 02/2012013 Status: Batch Standard
Worksheet Action Posting Action Accounting Entry Action
[ Delete Worksheet | Action: Batch Standard | eview Entiies: |

[ DeleteRaymentGroup,

Worksheet Selection Worksheet Application Worksheet Action

/B Save &\ RetumtoScarch | [+ Previousinlist [+ NextinList | [Z] Natify |
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Step Action

34. Click the Save button.
35. You have successfully completed the Create Payment Worksheet (Including

Payment Application) topic.

You have learned to:
- create a payment worksheet
End of Procedure.

4.1.4 Reviewing Payments Set to Post

This topic details the process by which you confirm that the payment you recorded in topic 4.1.2
and applied in 4.1.3 is set to post when you run AR Update.

After completing this topic, you will be able to:
e Set the previously recorded payment to Post
Procedure

In this topic, you will post a payment.

Step Action

1. Navigate to the Payments Set to Post page.

Click the Main Menu button.

2. Click the up and down arrows to sort Menu in ascending order.
[= ]
3. Click the Accounts Receivable menu.
| ] Accounts Receivable * |
4, Click the Payments menu.
| ©2 Payments b
5. Click the Review Payments menu.
| [ Review Payments F|
6. Click the Payments Set To Post menu.

| |=| Payments Set To Post |
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Payments Set To Post

Unit: Q *Post Action:
vser:  [kenvel @ paymentType:

Batch Priority and Standard -

Regular Payments Only

=] otity

B New Window [ Personalize Page B, http

Search

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > AccountsReceivable » Payments > Review Payments > Payments Set To Post

Step Action

7. The Payments Set to Post search page displays.

purposes was "JUD52."

Enter your Business Unit in the Unit field. The example used in this script for test

8. Click the Search button.
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DIRAsEE) Hi | workist | WuttiChannel Console |  Add to Favorit | Sign out
Fa\'n_rrtes Main_Menu > A((nuntsl’le(eivahle > Pavrgents > Rewew&avments > Payments Set To Post R MPEISDHBMEPBDE Hah“p
Payments Set To Post
Unit: wuDs2 |@ *Post Action: Batch Priority and Standard -
User: ken.vpl S payment Type: Regular Payments Only - =
=] Notify
Step Action
9. The Payments Set to Post page displays.
Verify your payment is included on this list.
10. You have successfully completed the Setting a Payment to Post topic.
You have learned how to:
- set a payment to post
- verify and review previously posted payments
End of Procedure.

4.1.5 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer's account.
The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.
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After completing this topic, you will learn how to:

e Process the Run AR Update (ARUPDATE)

Procedure

In this topic, you will execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

2. Click the Accounts Receivable menu.

| ] Accounts Receivable * |
3. Click the Receivables Update menu.

| 1 Receivables Update P|
4, Click the Request Receivables Update menu.

| |=] Request Receivables Update |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

0 New Window  ? Help 5, http
Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

l'i d an Existing V2 \'-‘ Add a New Value

~ Search Criteria

Run Control ID: begins with ~

[Clcase sensitive

Search Clear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

5. The Request Receivables Update page displays.

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a
new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.
| Add a New Value |

Enter the desired information into the Run Control ID field.

Click the Add button.
Add

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

ENew Window [ Personalize Page B, http
) Options

............... Run

*Group Unit: HUDS52 | =
Process Frequency: Always = *High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01/03/2013 [

I User Defined Last Run On:

[+ Payment Performance 01103113 3:30:32PW

FDsO  Calculation Year: Period: Process Instance:

™ SubCustomer 13039

[E) save | [ ReturntoSearch | [=] Motify B Add Update/Display.

Receivable Update Request| Options

Step Action

8. Make sure the Run Control settings are consistent with the values and selections in
the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Click the Run button.
Run
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update
ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

Step Action

9. The Process Scheduler Request page displays. Use this page to enter and schedule
your request.

Click the O_K button.

10. Click the Process Monitor link.
Process Monito
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

7 New Window & Personalize Page &) hitp |

| Process Uit ECITIRE]

User ID ken vp1 Type =] [Last - 2 [Days = Refresh
‘ & e I J I [Main Content| I J
Server ke 1 - Name Q Instance to
en.vp’
Run Status| = Distribution Status >| F save OnRefresh

Select Instance Seq. Process Type :;i% User Run Date/Time Run Status M Details.
| PSJob ARUPDATE  kenvp1 |01/04/2013 10:49:38AM PST Processing | N/A %Llsl
T 13141 PSJob ARPREDCT |kenvpl 0110412013 10:42:07AM PST Success Posted | Defails
F 13137 PSJob ARPREDCT |kenvpl |01/0412013 10:19:59AM PST Success Posted  |Details
T 13136 Application Engine AR_PAYLOAD kenvp1 0110412013 10:18:19AM PST Success Posted | Details
= 13081 PSJob ARUPDATE  kenvpl 01/03/2013 5:36:07PM PST Success Posted  |Details
= 13076 PSJob ARPREDCT |kenvpl |01/03/2013 5:34:48PM PST Success Posted | Details
= 13074 Application Engine AR_PAYLOAD kenvpl 01/03/2013 5:32:00PM PST Success Posted  |Details
= 13087 PSJob ARUPDATE kenvpl |01/03/2013 5:23:53P1 PST Success Posted  |Details
T 13063 PSJob ARPREDCT | kenvpl |01/03/2013 5:20:58PM PST Success Posted | Details
T 13056 PSJob ARUPDATE | kenvpl |01/03/2013 5:10:03PM PST Success Posted | Details
7 13055 Application Engine AR_PAYLOAD kenvpl 01/03/2013 5:07:58PM PST Success Posted  |Details
T 13048 PSJob ARUPDATE  kenvpl |01/03/2013 3:36:28PM PST Success Posted | Details
T 13044 PSJob ARPREDCT kenvpl 01/03/2013 3:33:00PM PST Success Posted  |Details
T 13037 PSJob ARUPDATE | kenvpl |01/03/2013 3:29:33PM PST Success Posted | Details
T 13030 PSJob ARUPDATE  kenvpl 01/03/2013 3:07:24PM PST Success Posted  |Details
= 13020 Application Engine AR_PAYLOAD kenvpl |01/03/2013 3:05:07PM PST Success Posted  |Details i

« o]

Step

Action

11.

The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

Click the Refresh button.

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have successfully completed the Run AR Update topic.

You have learned to:
- execute the AR Update process
End of Procedure.

4.1.6 Reviewing a Posted Escrow Payment
This topic shows the steps to verify that the item posted to the customer's account.

After completing this topic, you will be familiar with:

e Reviewing posted escrow payments

Procedure

In this topic, you will review a posted escrow payment.
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Step Action

1. Navigate to the Item List.

Click the Main Menu button.

2. Click the Menu not sorted. Click to sort in ascending order. button.

[= 1
3. Click the Accounts Receivable menu.

| (1 Accounts Recevable ""_|
4. Click the Customer Accounts menu.

| 3 Customer Accounts 4 |
5. Click the Item Information menu.

| 3 Itemn Information » |
6. Click the Item List menu.

| | Item List |
7. The Item List page displays.

Click the Look up Unit button.

Look Up Unit

SetiD: SHARE
Business Unit: begins with ~ |

[ LookUp || Glear || Gancel |gasic L aokun
Search Results

ew 100 First [¢] 120r2 [3] Las

Business Unit Description
JUDs2 Anne Arundel District Court
MDJUD Administrative Office of Court
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Step

Action

8.

The Look Up Unit window displays.

Click the JUD52 link.

Click the Look up Customer button.

Look Up Customer

SetiD:

SHARE

Customer ID:

begins with

Short Name:

begins with

Name 1:

begins with

Credit Analyst:

begins with

Remit From Customer: begins with

Ship To Customer:

Corporate Customer: _begins with

City: Dbegins with

State: begins with ~

Postal Code:

[
[
[
[
[
begins with |
[
[
[
[

begins with

| LookUp || Clear || Gancel |BasicLookup

Search Results

Look up Customer (Alt+5)

lsnewmo

Customer ID Short Name

100000000 AnnArundOM
1000000002 test333
1000000003 OTC222Tst1
1000000004 OTC222T5T2
1000000005 Michelle G
1000000006 OTC232CUS1
1000000007 OTC232CUS2
1000000008 DEFERRED P
1000000009 DEFER-TWO
1000000010 Local Cust

Name 1

Anne Arundel Office Management
test customer 333

0TC222 TestCustl DR

0TC222 TestCust? DR

Michelle Gunter

0TC232 TestCustl

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111

HName 2

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Alternate Credit Remit From |Ship To
Name 1 Analyst Customer

(blank) DEFAULT DEFAULT 1000000001 Y
(blank) DEFAULT DEFAULT 1000000002|N
(blank) DEFAULT DEFAULT 1000000003 Y
(blank) DEFAULT DEFAULT 1000000004 Y
(blank) DEFAULT DEFAULT 1000000005 Y
(blank) DEFAULT DEFAULT 1000000008 Y
(blank) DEFAULT DEFAULT 1000000007 Y
(blank) DEFAULT DEFAULT 1000000008 Y
(blank) DEFAULT DEFAULT 1000000003 Y
(blank) DEFAULT DEFAULT 1000000010|N

Collector

<[

Co

Customer|Cu

100

Step

Action

10.

The Look Up Customer window displays.

Scroll down towards Escrow Customer 1.
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Search Results

l\newmo

Customer ID Short Name

00000001 AnnArundOm
1000000002 test333
1000000003 OTC222Tst1
1000000004 OTC222TST2
1000000005 Michelle G
1000000006 OTC232CUS1
1000000007 OTC232CUS2
1000000008 DEFERRED P
1000000009 DEFER-TWO
1000000010 Local Cust

Name 1

Anne Arundel Office Management
test customer 333

0TC222 TestCustl DR

0TC222 TestCust? DR

Michelle Gunter

0TC232 TestCustl

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111

1000000011 Escrow log

Escrow local 222

1000000012 Burt Reyno

Burt Reynolds

1000000013 Escrow Cus

Escrow Customer 1

CATEST TESTCADT
GM-0000001 SJI

TEST CAEFFDT
State Justice Institute

GM-0000002 MHSO

Maryland Highway Safety Office

GM-0000003 Governor's

STOP Violence Against Women

Name 2

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
Gov Office of Crime Control & Prevention

GM-0000004 Gov Office

Edward J. Byme Justice Assist Grant Pgm

Gov Office of Crime Control & Prevention

GM-0000005 OVAW

Office on Violence Against Women

U.S Di of Justice

GM-0000008 BJA

Bureau of Justice

U.S Di of Justice

GM-0000007 CSEA
GM-0000008 CSEA
GM-0000009 ACF/Child

Child Support

State of Maryland

Child Support

Office of Policy and Legislation

ACF/Children's Bureau-Region Il

U.S. Dept of Health and Human Sevices

JUDO01 AlleganyCC
JuD02 AnnArundCC
JUDO03 BaltCniyCC
JUuD04 Calvert CC
JUDOS CarolineCC
JUDOG Carroll CC
Cecil CC
Charles CC

Allegany County Circuit Court
Anne Arundel County Gircuit Court
Baltimore County Circuit Court
Calvert County Circuit Court
Caroline County Circuit Court
Carroll County Circuit Court

Cecil County Circuit Court
Charles County Circuit Court

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Alternate Credit

Remit From

Hame 1
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(blank)
(blank)
(plank

(blank)
(blank)

#ICRowl1);

Analyst  Collector ¢ gomer

DEFAULT DEFAULT 1000000001 Y
DEFAULT DEFAULT 1000000002 N
DEFAULT DEFAULT 1000000003 Y
DEFAULT DEFAULT 1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT DEFAULT 1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT DEFAULT 1000000008 Y
DEFAULT DEFAULT 1000000009 Y
DEFAULT DEFAULT 1000000010 N
DEFAULT DEFAULT 1000000011 N
DEFAULT DEFAULT 1000000012 Y
DEFAULT DEFAULT 1000000013 N
DEFAULT DEFAULT CATEST ¥
DEFAULT DEFAULT GH-0000001Y
DEFAULT DEFAULT GH-0000002'Y
= = GH-0000003'Y
DEFAULT DEFAULT GH-0000004'Y
DEFAULT DEFAULT GH-0000005'Y
DEFAULT DEFAULT GH-0000006 Y
DEFAULT DEFAULT GH-0000007 Y
DEFAULT DEFAULT GH-0000008Y
DEFAULT DEFAULT GH-0000009'Y
01 01 JUD01

JuD02

JUD03

JUDO4

=) JUDO5
DEFAULT DEFAULT JUDOG

o7
08

===

JUDO7
JuD08

Step

Action

11.

Click the Escrow Customer 1 link.

[Escrow Customer 4

12.

Click the Search button.

13.

Click the OA-19 link.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Customer Accounts > ItemInformation > Item List

B New Window [ Personalize Page B http ~ |

GETRRN Detail 2 | Defail 3 | ftem Actiily | ftem Accounting Entries  ftem Audit History
Unit: Jups2 Customer: HBE0GG85TS Escrow Customer 1
Item ID: 0A-19 Line: Days Late: Status:  Open
Accounting Date: 0212012013 Balance: -1500.00 usp  Billing Unit:
Entry Type: on Original Amount: -1,500.00 USD
Entry Reason: ESCRW
AR Dist Info: AR
Discount Options ‘Customer Relations
Due Date: 02/202013 Due Days: Dispute Reason: Q  Date: B
Terms: Q Discount Days: Dispute Amount:
Discount Amount: Date: Deduction Reason: Q Date: B
Discount Amount 1: Date 1: [l Doubtful L
Always Allow Discount Collection Code: Q Date: E
As Of Date: 02/20/2013 Posted: 02/2012013 Analyst: DEFAULT Q. Default Creit Analyst
Collector: pEFAULT |
Payment/Draft Options DEFAULT Q  Default Collector
Payment Method Check - Pay By Credit Card
AR Specialist: pEFAULT |
Draft Type: I Preapproved? @ Default AR Specialist
Clcreate Document?
Direct Debit Profile ID: ] ) Revaluation Flag  [¥] Available for Netting
] One Iltem per Draft?
AOC Custom Data
Surety Customer: 10000003, Michelle Gunter Address Location 1Q
Case #(Citation #: CASE# Cash Register ID REGISTER ID # Q
District Location: DEFAULT | Q Receipt#t RECEIPT # Q
Treasury Code: TREASURY CODE # Case Type: NA - I
Qnlit Hom Actinn Add O Afigna Auuchit | nnc s
«

I »

Step

Action

14.

The Detail 1 tab displays with your selected escrow payment information. Review

the information on this page.

Use the tabs at the top of the page to access additional information about a particular

payment.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Customer Accounts > ItemInformation > Item List

B New Window [ Personalize Page B http ~|

GEETEMN Detail 2 Detail 3 ltem Activity  ffem Accounting Entries  ( tem Audit History
Unit: Jups2 Customer: HBE0GG85TS Escrow Customer 1
Item ID: 0A-12 Line: Days Late: Status:  Open
Accounting Date: 02/20/2013 Balance: -1500.00 usp  Billing Unit:
Entry Type: oA Original Amount: -1,500.00 USD
Entry Reason: ESCRW
AR Dist Info: AR
Discount Options ‘Customer Relations
Due Date: 02/202013 Due Days: [Cpispute Reason: Q  Date: B
Terms: Q Discount Days: Dispute Amount:
Discount Amount: Date: [T peduction Reason: Q Date: B
Discount Amount 1: Date 1: Doubtful =
[C] Atways Allow Discount [Cl collection Code: Q Date: E
As Of Date: 02/20/2013 Posted: 022012013 Analyst: DEFAULT @ Default Credit Analyst
Collector: pEFAULT |
Payment/Draft Options DEFAULT Q  Default Collector
Payment Method Check - Pay By Credit Card
AR Specialist: pEFAULT |
Draft Type: Preapproved? Q. Default AR Specialist
Create Document?
Direct Debit Profile ID: ] Revaluation Flag  [¥] Available for Netting
One Item per Draft?
AOC Custom Data
Surety Customer: 1000000C,  Michelle Gunter Address Location 1Q
Case #(Citation #: CASE# Cash Register ID REGISTER ID # Q
District Location: DEFAULT | Q Receipt# RECEIPT# Q
Treasury Code: TREASURY CODE # Case Type: NA - b
Qnlit Hom Actinn Add O Afigna Auuchit | nnc s
1 m »

Step Action

15. Also note the AOC Custom Data section. This section will allow you to look up
your customers, along with the payment information associated with them; including
a Case Type drop down list.

16. You have successfully completed the Reviewing a Posted Escrow Payment topic.

You have learned how to:
- navigate to and review a posted escrow payment
End of Procedure.

4.1.7 Reviewing Local Customer AR Accounts
After completing this topic, you will be familiar with:

e Reviewing and verifying Local Customer AR Accounts
Procedure

In this topic, you will navigate to review a local customer AR account.
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Step

Action

1.

Begin by navigating to the Item List.

Click the Main Menu button.

Click the Menu sort button.
=]

Click the Accounts Receivable menu.
| (1 Accounts Recevable "|

Click the Customer Accounts menu.
| (3 Customer Accounts b |

Click the Item Information menu.
| 3 Item Information Pl

Click the Item List menu.
| | Item List |

The Item List displays.

Enter the desired information into the Unit field. Enter "JUD52".

Click the Look up Customer button.

=

Look Up Customer

SetiD: SHARE

Customer ID: begins with

Short Name: Dbegins with

Name 1:
Credit Analyst:

begins with

begins with

Ship To Customer:  begins with

Corporate Customer: _begins with

City: begins with
State: Dbegins with
Postal Code:

M
-
-
M
Remit From Customer: begins with ~ |
-
M
-
-
-I

begins with

Look Up Clear Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed
View 100

Hame 1 Alternate Credit Remit From Ship To  Corporate
—— Name 1 Analyst Customer Customer Customer
YODER, LINDSAY DAWN (blank) DEFAULT DEFAULT 1N

Customer ID Short Name

41000000001 YODER, LIN

Collector City

1000000001 CUMBERLAND

1000000002 NICHOLSON
1000000003 ALTON, JAM
1000000004 KNIERIEM.
1000000005 LONG. AARO
1000000006 HEWARD, SC
1000000007 OTOOLE. R
1000000008 CASTILLO.
1000000009 CLARK, ERI

NICHOLSON, KAREN MARIE
ALTON, JAMES MICHAEL RAY
KNIERIEM. CHANTAL MARIE
LONG. AARON SCOTT
HEWARD, SCOTT RANDOLF
OTOOLE, RYAN CARSON SR
CASTILLO, RUBEN

CLARK, ERIC LYNN

(blank)
(blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)

DEFAULT DEFAULT 1000000002 N
DEFAULT DEFAULT 1000000003 N
DEFAULT DEFAULT 1000000004 N
DEFAULT DEFAULT 1000000005 N
DEFAULT DEFAULT 1000000006 N
DEFAULT DEFAULT 1000000007 N
DEFAULT DEFAULT 1000000008 N
DEFAULT DEFAULT N

1000000002 CUMBERLAND
1000000003 FELTON
1000000004 FROSTBURG
1000000005 RIDGELEY
1000000006 PAW PAW
1000000007 CUMBERLAND
1000000008 MARTINSBURG
1000000009 FROSTBURG -

<[

] 3
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Step Action

9. The Look Up Customer window displays.

Enter the name of the customer you previously created into the Name 1 field. In this
example, "armstrong, jamal" is entered.

10. Click the Look Up button.

11. Click the ARMSTRONG, JAMAL CIR link.
ARMSTRONG, JAMAL CIR]

12. Click the Search button.

13. The Local Customer Account information displays.

Review the information and verify that the customer has posted.

14. You have successfully completed the Reviewing Local Customer AR Accounts topic.

You have learned how to:
- verify local customer AR accounts
End of Procedure.

4.2 Return of Escrow

This section details the end to end process to return escrow by using delivered AR refund
functionality to process a disbursement in Accounts Payable.

In this section, you will learn how to:

Create an AP Vendor and Link to Local Customer
Create Return of Escrow Transaction

Run AR Update

Load to AP

4.2.1 Creating an AP Vendor and Link to Local Customer

In this topic, you will create an AP Vendor. To refund the funds to the appropriate Customer, they
have to be set up as a Vendor and the two should be linked. The deposit dollars and payment
worksheet are settings on the Local Customer's AR account within your Business Unit. Therefore,
upon creating a Vendor, the new Vendor will need to be linked to the Local Customer where the
open credit is located.

After completing this topic, you will be able to:

e Generate a Vendor ID
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Procedure

In this topic, you will create an AP Vendor.

Step

Action

Navigate to the Vendor Information page.

Click the Main Menu button.

Click the Menu sort button two times.

[=]

Click the Vendors menu.
| ] Vendors "’|

Click the Vendor Information menu.
| 3 Wendor Information F|

Click the Add/Update menu.
| £3 Add/Update v |

Click the Vendor menu.
| £ vendor |

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

T [ Add & New Value

~ Search Criteria

SetiD: = - SHARE Q
Vendor ID: begins with ~

Persistence:

Short Vendor Name: begins with ~ Q
Our Customer Number: begins with ~ Q
Name 1: begins with v Q

[[linclude History [] Correct History  [C] Case Sensitive

‘Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

javasc Action_wind(document.wind, ZICSwitchMode); |
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Step Action

7. The Vendor Information search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor

Enew window B nitp
Vendor Information

Find an Existing Value MdaNEWVHIe

SetiD: SHARE Q

[YPRSPSP sctiD _Description

SHARE CORPORATE SETID
Persistence: ‘megurai -

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays. Accept the defaulted values.

Click the A_dd button.
Add
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor

CERTTISEEIMN - Address ' ( Contacts | Location | Custom

SetiD: SHARE “Vendor Hame 1: [

[l Related Content & New Window [& Personalize Page T hitp

Vendor ID: NEXT Vendor Name 2:

“Vendor Short Name: Withholding

“Classification: Outsids Party - | CheckforDuplicate | [¥]Open For Ordering
HCM Class: - VAT Registration

“Persistence: Regular -

*Vendor Status: Approved -

Aftachments (0
| Expand All | CollapseAll

Vendor Relationships

Corporate Vendor InterUnit Vendor
Corporate SetiD: Interunit Vendor ID: Q

Corporate Vendor ID: NEXT

Create Bill-To Customer

[Clcreate Bill To Customer
+Additional ID Numbers
> Duplicate Invoice Settings
» Government Classifications
> Standard Industry Codes
» Additional Reporting Elements

> Comments:
[ Expand All || coliapseAl |
|2 save | =] Notity | |Bradd| A | | inchude History | | [BF Correct History |

Identifying Information | Address | Contacts | Location | Custom

Step

Action

The Vendor Information - Identifying Information page displays.

222",

Enter the desired information into the Vendor Name 1 field. Enter "Escrow local

10.

Enter the desired information into the Vendor Short Name field. Enter "99940668".

11.

Click the Address tab.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor

[l Related Content & New Window [& Personalize Page B hitp

Identifying Contacts |~ Location Custom

SetiD: SHARE

Vendor ID: NEXT Short Vendor Name: Name: Escrow local 222

Vendor Address Find | View A1 First L 4 of 1

Address ID: 1 =

Description:

Details Find | view A1 First Kl 1071 13
Effective Date: 02202013 54 Effective Status: Active e E
Country: [usa]@ united States
Address 1: [

Address 2: [

Address 3: [

City:

County: Postal:
State: a

Email ID: |

Personalize | Find | View Al B | 55 Fret 5 qorq O Last
“Type Location Prefix Telephone Extension
Busingss Phone - [ =]
B save | [=] Hotify B+ Add Update/isplay ] Inc

Identifving Information | Address | Contacts | Location | Custom

ol i v

Step Action

12. The Address tab displays.

Enter the desired information into the Description field. Enter "Main".

13. Enter the desired information into the Address 1 field. Enter "York Road".
14. Enter the desired information into the City field. Enter "Lutherville".

15. Enter the desired information into the State field. Enter "MD",

16. Enter the desired information into the Postal field. Enter "21093".

17. Enter the desired information into the Location field. Enter "Main".

18. Enter the desired information into the Prefix field. Enter "410".

19. Enter the desired information into the Telephone field. Enter "260-1111".
20. Click the Location tab.
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor

[l Related Content {0 New Window [& Personalize Page B hitp

Identifying Address | Contacts Custom
SetiD: SHARE
Vendor ID: NEXT Short Vendor Name: Name: Escrow local 222

Avendor location is a default set of rules which define how you conduct business with a vendor.

Location Find | View All First B 4 of 4 I [ast
“Location: I Default RIVFees Attachments (0} =
Description:
Details Find | View All_ First K 4 of 4 I {ast
*Effective Date: 02/202013 [ Effective Status: Active e =
Expand Al Collapse All

Options: Payables
» Additional ID Numbers.
* Comments

» Internet Address.

r VAT

Procurement Sales/Use Tax 1099

Expand All Coliapse All

& save [=] Notify e Acd Update/Dispiay /] Include History [E# Correct History

ldentifving Information | Address | Contacts | Location | Custom

Step

Action

21.

The Location tab displays.

Enter the desired information into the Location field. Enter "001".

22.

Enter the desired information into the Description field. Enter "Home Address".

23.

Click the Save button.

& Save

24.

Click the Main Menu button.

25.

Click the Customers menu.
| (3 Customers ¢ |

26.

Click the Customer Information menu.
| (3 Customer Information "|

27.

Click the General Information menu.
| |5] General Information |

28.

The General Information search page displays.

Click the Look up Customer ID button.

=
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Look Up Customer ID

SetiD:
Customer ID: begins with

Name 1: begins with

Telephone: _ begins with
city: begins with
State: begins with

Postal Code: | begins with [« ||
Look up Customer ID (Alt+5)

| LookUp | cClear || Cancel |BasicLookup

Search Results
View 100 First [ 1720172 [i]
Customer ID Hame 1 Telephone ity State Postal Code
000000007 Anne Arundel Office Management (blank) Annapolis MD 21401
1000000002 test customer 333 (blank) Annapolis MD 21401
1000000003 OTC222 TestCustl DR (blank) Annapolis
1000000004 OTC222 TestCust2 DR (blank) Annapolis
1000000005 Michelle Gunter (blank) Annapolis
1000000006 OTC232 TestCustl (blank) Annapolis
1000000007 OTC232 CUSTZ (blank) Annapolis
1000000008 DEFERRED PAYMENT CUSTOMER (blank) Annapolis
1000000008 DEFFERED TWG (blank) ANNAPOLIS
1000000010 L ocal Customer- eacrow 111 (blank) Annapolis
1000000011 Escrow local 222 (blank) Luthenille
1000000012 Burt Reynolds (blank) Annapolis
CATEST  TEST CAEFFDT (blank) ANNAPOLIS
Gl1-0000001 State Justice Institute 3138843  Reston
G11-0000002 Mardand Highway Safety Office 787-4076 Glen Bumie

GM-0000003 STOP Violence Against Women £21-2844 Baltimore -3016
GM-0000004 Edward J. Byrne Justice Assist Grant Pam 410/821-2830 Baltimore 21286-3016
GM-0000005 Office on Violence Against Women 1202/305-9938 Washington 120530

GEARS

General Enterprise And Resource Support

Step

Action

29.

The Look Up Customer ID window displays.

Click the Escrow local 222 link.
|Escrnw local ﬂ

30.

Click the Search button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

FNew Window [ Personalize Page [E,http *|
'ElIITa Options | Ship To Options | Sold To Options_  Miscellansous General Info |

SetiD: SHARE Customer ID: 1000000011 General Info Links: ..More -

*Status: Active M Level: Regular -

*Date Added: 011012000 5 =Since: 011012000 |[5j “Type: User 1 -
“Name 1: [Escrow local 222 *Short Name:[Escrow loc

Name 2: |

Currency Code: usD @ Rate Type: |[CRRNT Q

Bill To Customer Correspondence Customer
Bill To Selection Corespondence Selection
Ship To Customer lemit From Customer
Ship To Selection Remit From Selection
Sold To Customer Corporate Customer
Sold To Selection Corporate Seledtion
Broker Customer [C consolidation Customer Consolidation Business Unit: |
Indirect Customer Grants Management Sponsor L4

Federal Attributes
Federal Customer Trading Partner Code: Disbursing Office:

Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams Personalize | Find | Viev ~ First K 1011 0 Last
Team Code Default Description
DEFLT |Q Default Support Team =

Address Locations: i 1 First K1 40r1 O3 Lost

roker Primary =
direct Primary
Correspondence Address

“Location: 1
Description: Main

Primary

Step Action

31. The Customer Information - General Info tab displays

Click the Miscellaneous General Info tab.
| Miscellaneous General Info |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Customers > Customer Information > General Information

0 NewWindow [& Personalize Page B, hitp

( General Info_ Bill To Options | Ship To Options | Sold Ta Options
SetiD: SHARE  Customer ID: 1000000011 Escrow local 222
Miscellaneous General Info
*Name 1: [Escrow local 222
Name 2: [
Name 3: [

Tax ID:
Vendor SetiD: Q Vendor 1D: @, Vendor Information

Workflow User: [ Q

Customer Web Site: I GaTo Website URL
Stock Symbol: [ GoTostocksvmool

SubCustomer

SubCustomer 1: SubCustomer 2:

Date Last Maintained: 02/20/2013 Last Maintained By Operator ID: kenp1

GeneralInfo General Info Links: __More -
|B save | & RetumtoSearch [S] Wofify @ Refresh | [Eradd| (2 | £ iclude tistory | B Correct History |
General Info | Bill To Options | Ship To Options | Sold To Options | General Info

javascript: submithction_wind{doc #ICPanel20); |
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Step Action

32. The Miscellaneous General Info tab displays.

Enter the desired information into the VVendor SetID field. Enter "share".

33. Click the Look up Vendor ID button.

Look Up Vendor ID

Vendor SetiD: SHARE
VendorID: | begins with t”

LookUp || Clear | Cancel |Basiclookup

Search Results

Only the first 300 results can be displayed.

View 100 First [4] 1200 01300 [3] Last
VendorID  Name 1

600060000% Charles D. Roberts

0000000004 BALTIMORE GAS & ELECTRIC (BGE!
0000000005 PRICE WATERHOUSE COOPERS LLP (PWC]
0000000006 ARAMARK FOOD SERVICES

0000000007 Suzzanne Reed

0000000008 SERVICE MASTER CLEAN

0000000009 STAPLES

0000000010 HGC! HARTFORD

0000000011 SHARP BUSINESS SYSTEM

0000000012 DEER PARK WATER

0000000013 RELIABLE L ANGUAGE SERVICES

0000000019 VIRGINIA A HOWARD
0000000020 ARTHUR HBILL
0000000021 MICHAEL D MILSTEIN

0000000026 BALTIMORE CITY STATES ATTORNEYS OFFICE
0000000027 HARRY LEE

Step Action

34. The Look Up Vendor ID window displays.

Click the Vendor ID list.
beqgins with

35. Click the contains list item.
contains

36. Enter the desired information into the Vendor ID field. Enter "10445".

37. Click the Look Up button.

38. Click the 0000010445 link.
000010445
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Customer topic.

You have learned how to:

- create a vendor

- link a created vendor to a local customer
End of Procedure.

Step Action
39. Click the Save button.
40. You have successfully completed the Creating an AP Vendor and Link to Local

4.2.2 Creating a Return of Escrow Transaction

In this topic, you will create a Return of Escrow Transaction. The first step is to identify the on
account escrow amount and create a Worksheet to mark it for a "refund.”

After completing this topic, you will be able to:

Procedure

Create a return of escrow transaction

In this topic, you will create a Return of Escrow Transaction.

Step Action

1. Navigate to the Create Worksheet page.

Click the Main Menu button.

Main Menu
2. Click the Menu sort button.

E
3. Click the Accounts Receivable menu.

| (1 Accounts Receivable V|
4, Click the Receivables Maintenance menu.

| (1 Receivables Maintenance F|
5. Click the Maintenance Worksheet menu.

| 1 Maintenance Waorksheet P|
6. Click the Create Worksheet menu.

| | Create Worksheet |
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Home | Workist |
Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

Favorites

Create Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Worksheet Business Unit: = ~ Q
Worksheet ID: pegins with ~ |
User ID: begins with | Q

[CIcase Sensitive

‘Search Clear  |Basic Search [§) Save Search Criteria

Main Content

Find an Existing Value | Add a New Value

MultiChannel Console |

Add to Favorites |

ENew Window B hitp

Step Action

The Create Worksheet search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist |
Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

Favorites

Create Worksheet

Find an Existing Value Add aNew Value

Worksheet Business Unit: Q
Worksheet ID: NEXT
Add

Find an Existing Value | Add a New Value

MultiChannel Console |

Add to Favorites |

FINew Window B nttp
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Step

Action

The Add a New Value tab displays.

Enter the desired information into the Worksheet Business Unit field. Enter
"jud52".

Click the A_dd button.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet > Create Worksheet

FNew Window [ Personalize Page [Ehttp *|

Worksheet Selection VI PEIEN= -1

Unit: Jups2 Worksheet ID: NEXT
Customer Criteria
*Customer Criteria: Find | View Al First B 4 of4 I (a5t
- . =
CustiD: Q Business Unit: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetiD: Corporate ID:
Rate Type: CRRNT  |@ Acctg Date: 0212012013
MICR ID: | LnkMICR

Reference Criteria

eterece Crienst Sy, Personalize | Find | View Al B | 7 First K1 4014 I Last 3
Mone -
- Restct 10: Qual Code Reference P —
All Gustomers Bl a | a =
“Match Rule:
Exac Match -
Anchor BU:
Q

Item Inclusion Options

@ Allitems ) Deduction ltems Only © ltems in Dispute Only

Exclude Deduction ltems Exclude Collection ltems. Exclude Dispute ltems
ltem Selection Filter
Acctg Date From: T m Acctg Date To: [ m\ U
AR Specialist: e Deduction Reason: [ e Broker ID: e

Worksheet Action

| Build | [ Clear Created Date/Time: Number of items in worksheet: 0

Step

Action

10.

The Create Worksheet - Worksheet Selection page displays.

Click the Look up Cust ID button.
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Look Up CustID

Customer ID: begins with

Short Name: begins with

Name 1: Dbegins with

Credit Analyst: begins with

Remit From Customer: begins with

Ship To Customer: Dbegins with

Corporate Customer: _begins with

City: begins with

State: Dbegins with

Postal Code: begins with

| Lookup | Clear | Cancel |BasicLookup

Search Results

[view 100

SetiD  Customer ID Short Hame

SHARE 1000000001 AnnArUNdOM
SHARE 1000000002 test333
SHARE 1000000003 OTC222Tst1
SHARE 1000000004 OTC222TST2
SHARE 1000000005 Michelle G
SHARE 1000000006 OTC232CUS1
SHARE 1000000007 OTC232CUS2
SHARE 1000000008 DEFERRED P
SHARE 1000000009 DEFER-TWO
SHARE 1000000010 Local Cust

Hame 1

Anne Arundel Office Management
test customer 333

OTC222 TestCust1 DR

OTC222 TestCust?2 DR

Wichelle Gunter

OTC232 TestCust1

0OTC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWOQ

Local Customer- eacrow 111

SHARE 1000000011 Escrow loc

Escrow local 222

Hame 2

(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)

<

Alternate Credit

Collector BEMitFrom |Ship 1

Name 1
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Analyst Customer  Custc
DEFAULT DEFAULT 1000000001 Y
DEFAULT|DEFAULT|1000000002 N
DEFAULT DEFAULT 1000000003 Y
DEFAULT|DEFAULT|1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT|DEFAULT|1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT|DEFAULT|1000000008 Y
DEFAULT DEFAULT 1000000009 Y
DEFAULT|DEFAULT|1000000010 N
DEFAULT DEFAULT 1000000011 N

»

Step Action

11. The Look Up Cust ID window displays.

|Escrnw local 222

Click the Escrow local 222 link.

12. Click the Build button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet > Create Worksheet
B New Window [ Personalize Page [, http

Worksheet Application Anchor Information

Unit:  JUD52 Worksheet ID: 74 Currency: USD  Accounting Date: 021202013 Reason Code: [ a
Row Selection Display Control

Display: Alltems -6 | &

Itern Action
Entry Type:

Choice: Select Range

Ranges [ | 6o |

SetlD _Entry Type Entry Reason Description

Refund A Credit

Personaize | Find |

— ESCRW  Retum of Escrow Monies
Detail2 UetEns
View Detail ::': Sel MemBalance  Currency tem ID Line Type Reason Unit Customer
B -1,500.00] USD OA-14 [re |a [Escrw @ Jups2 1000000011 =1
Group View Revenue Distribution
br 0.0 cr 000 Adi:  0.00 Net: 0.00 wo:  0.00 Ref:  -1,500.00
Selediion pp Acfion ) View Audit L ags

&L Returnto Search | [+ Previous nList | [4E Nextin List | [=] Nolify | | s Refresh

javascript:pAction_wind{dacument.wind, WS_CONTROL_WS_REASONSpro.. | ... ] »

Step Action
13. The Worksheet Application page displays.

Click the Look up Reason Code button.

Look Up Reason Code

SetiD: SHARE
Reason Code: beqgins with ~
Description:  begins with +

LookUp || Clear || Cancel |BasicLookup
Search Results

ew 100 First [g] 1-4cf4 [§] Las

ESCROW | RETURN OF ESCROW|
REFUND |
TRANSFER [Transfer |

#ICRow0’);
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Step Action
14. The Look Up Reason Code window displays.
Click the RETURN OF ESCROW link.
[RETURM OF ESCROW]
15. Click the Entry Type list.
| Offzet an ltem - |
16. Click the Refund A Credit list item.
[Refund A Credit |
17. Click the Look up Reason button.
[ Lok up Reason 12511 Up Reason
Cancl
Search Results
m
Step Action
18. The Look Up Reason window displays.
Click the Return of Escrow Monies link.
|Return of Escrow I'-.-'Innies|
19. Click the Sel option for the line item if it is not already selected.
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Step Action
20. Click the Refresh button.
NOTE: The Type on the line next to the selected item is populated with RC (Refund
Credit) and the Reason is auto populated with ESCRW (Return of Escrow Monies).
rty Refresh
21. Click the Save button.
22. Click the Worksheet Action link.
[Worksheet Action|
Favorites = Main Menu > Accounts Receivable : Receivables Maintenance > Ma\ntenan(eWnrkshe) |m"-3"”e‘c“fmb i
i i i i i 0 New Window [# Personalize Page &, htip
Worksheet Action
[ Save L\ Returnto Search |tE PreviousinList |+ MNextinList | [Z] Notify
Step Action
23. The Worksheet Action page displays.
Click the Action list.
| Do Not Post -
24, Click the Batch Standard list item.
[Batch Standard |
25. Click the OK button.
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Step Action

26. Click the Save button.
217. You have successfully completed the Creating a Return of Escrow Transaction
topic.

You have learned how to:
- create a return of escrow transaction
End of Procedure.

4.2.3 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer's account.
The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.

After completing this topic, you will learn how to:
e Process the Run AR Update (ARUPDATE)
Procedure

In this topic, you will execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

2. Click the Accounts Receivable menu.
| ] Accounts Receivable *
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Step Action

3. Click the Receivables Update menu.
| 1 Receivables Update F|
4, Click the Request Receivables Update menu.

| | '1 Reguest Receivables Update |

Request Receivables Update

.‘i d an Existng Va ‘-" Add a New Value

Hor
Favorites = Main Menu > AccountsRecewvable »> ReceivablesUpdate » Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values,

me | Workist | MutiChannel Console | Add o Favorites | Sign out

I New Window  ? Help 5, hitp

|~ Search Criteria

[ case Sensitive

Find an Existing Value | Add a New Value

Run Control ID: begins with ~

‘Search Clear |Basic Search Save Search Criteria

Step Action

| Add a New Value |

5. The Request Receivables Update page displays.

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a
new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.

6. Enter the desired information into the Run Control ID field.

Click the Add button.
Add
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > AccountsReceivable > Receivables Update > Request Receivables Update

Receivable Update Request Options

Run Control ID:  PSEIP Heporfifanaged Process Monitor Run
Process Request Parameters. Find | View Al First K 10r1 O Last
*Group Unit: HUDS52 | =
Process Frequency: Always ~ *High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01/03/2013 [
Customer History Options Last Run On
I User Defined Last Run On:
[+ Payment Performance 01103113 3:30:32PW
FDsO  Calculation Year: Period: Process Instance:
™ SubCustomer 13039
& save [\ ReturntoSearch [=] Notify E¥ Add Update/Display:
Receivable Update Request | Options

ENew Window [ Personalize Page B, http

Step

Action

Make sure the Run Control settings are consistent with the values and selections in
the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Click the Run button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsReceivable > Receivables Update > Request Receivables Update

ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

The Process Scheduler Request page displays. Use this page to enter and schedule

your request.

Click the O_K button.

10.

Click the Process Monitor link.

Process Monito
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ORACLE

Favorites ~ Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

| Process Uit ECITIRE]

@@GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

7 New Window & Personalize Page &) hitp |

User ID ken vp1 Type =] [Last - 2 [Days
‘ & e I J I [Main Content| I
Server ke 1 - Name Q Instance to
en.vp’
Run Status| = Distribution Status >| F save OnRefresh

| Refresh

Select Instance Seq. Process Type :;i% User Run Date/Time Run Status E Details
I W 13151 PSJob ARUPDATE  ken.vp1 |01/04/2013 10:49:38AM PST Processing  N/A %LISI

= 13141 P8Job ARPREDCT |kenwp1 |01/04/2013 10:42:07AM PST Success Posted Details

[} 13137 PSJob ARPREDCT |kenwpl |01/04/2013 10:19:59AM PST Success Posted Details

T 13136 Application Engine AR_PAYLOAD kenvp1 |01/04/2013 10:18:19AM PST Success Posted Details

[} 13081 PSJob ARUPDATE | kenwpl |01/03/2013 5:36:07PM PST Success Posted Details

= 13076 PSJob ARPREDCT |ken.vp1 |01/03/2013 5:34:48PM PST Success Posted Details

= 13074 Application Engine AR_PAYLOAD kenvp1 |01/03/2013 5:32:00PM PST Success Posted Details

= 13067 PSJob ARUPDATE |kenwvpl |01/03/2013 5:23:53PM PST Success Posted Details

| 13063 PSJob ARPREDCT | kenwp1 |01/03/2013 5:20:58PM PST Success Posted Details

= 13056 P8Job ARUPDATE |kenwp1 |01/03/2013 5:10:03PM PST Success Posted Details

[} 13085 Application Engine AR_PAYLOAD kenwvp1 |01/03/2013 5:07:58PM PST Success Posted Details

= 13048 PSJob ARUPDATE |kenvp1 |01/03/2013 3:36:28PM PST Success Posted Details

| 13044 P&8Job ARPREDCT |kenwp1 |01/03/2013 3:33:00PM PST Success Posted Details

= 13037 PSJob ARUPDATE |kenvp1 |01/03/2013 3:29:33PM PST Success Posted Details

| 13030 P&8Job ARUPDATE | kenwp1 |01/03/2013 3:07:24PM PST Success Posted Details

= 13029 Application Engine AR_PAYLOAD [kenvp1 |01/03/2013 3:05:07PM PST Success Posted Details o
. o

Step Action

11.

Click the Refresh button.

The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have learned to:
- execute the AR Update process
End of Procedure.

You have successfully completed the Run AR Update topic.

4.2.4 Loading to AP for Voucher Creation

In this topic, you will load to AP to create a voucher. This step uses delivered functionality to
"refund" the "customer's" on-account open-item.

After completing this topic, you will be able to:

Procedure

Load to AP to create a voucher

In this topic, you will load to AP to create a voucher.

Page 174



é@GEARs

General Enterprise And Resource Support

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Step Action
1. Navigate to the Refunds page.
Click the Main Menu button.
2. Click the Menu sort button.
[= 1
3. Click the Accounts Receivable menu.
| 1 Accounts Receivable "l
4, Click the Receivables Maintenance menu.
| 1 Receivables Maintenance F|
5. Click the Refunds menu.
| 1 Refunds |
6. Click the Request Refund Item menu.
| [F] Request Refund Item |

ORACLE

| Workist | MuliiChannel Console | Addto Favorites |  Sign oul

Home:
Favorites = Main Menu > Accounts Receivable > Recewables Mantenance > Refunds > Request Refund Item

Request Refund Item

Enter any information you have and click Search. Leave fields blank for a list of all values

[ T an Cizina value T TERERT)

Run Control ID: begins with ~

[Clcase sensitive

Search Glear  |pasic Search [ Save Search Criteria

Find an Exsting Value | Add a New Value

7 New Window 55, hiip
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Step Action

7. The Request Refund Item search page displays.

Click the Search button.

8. Click the PSBI1P1000000050 link.
[PSEIP1000000050]

OoRrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites ~ Main Menu > AccountsReceivable » ReceiablesMantenance > Refunds > Request Refund Item
FNew Window [ Personalize Page B} hitp
Refunds
Run Control ID:  PSEIP1000000050 HepoitfiEnages Process Monitor Hun,

Unit: Q

[T] Load Directly to AP

B Save | [ RetumtoSearch | [+5] Previousinist 5 | =) woiiy | EvAdd| |2

Step Action

9. The Refunds page displays.

Enter the desired information into the Unit field. Enter "jud52".

10. Click the Load Directly to AP option.
| C Load Directly to AR
11. Click the Run button.
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ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsReceivable » ReceiablesMaintenance > Refunds > Request Refund Item

& New Window [& Personalize Page

Process Scheduler Request

Saved

User ID: kenp1 Run Control ID: PSEIP1000000050
Server Name: [N ~ Run Date: [02/19/2013 [
Recurrence: - Run Time:[4:58:02PM | Resetto CurrentDale/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format Distribution
AR_REFUND AR_REFUND Application Engine ~ Web = TXT v Distribution
oK Cancel
Ok (Enter)

12.

The Process Scheduler Request page displays.

Click the O_K button.

13.

Click the Process Monitor link.
Process Monito
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ORACLE
| Workist | MuliiChannel Console | Addto Favorites |  Sign oul
Favorites - Main Menu > AccountsReceivable » ReceiablesMaintenance > Refunds > Request Refund Item
B New Window [ Personalize Page B, http
Sone s
Actions.
user D fenwp1 a  Type v Last - 1 Dap v Refiesh
Server ~  Name Q Instance
Run Status - Distribution Status - Save On Refresh
Personaize | Find | view A1 | B | 2
Process Distribution
Select Instance Seq. Process Type s User  Run Date/Time Run Ststus  goo 0 Details
16330 Application Engine AR_REFUND kenwp1 02A9/2013 4:58:02PM EST Queued NiA Details
16322 PSJob ARUPDATE |kenwp1 |02A9/2013 4:54:38PMEST Success Posted Details
16315 PSJob ARUPDATE |kenwp1 |02M9/2013 4:46:30PMEST Success Posted Details
16302 PSJob BUORD3  |kenwpl (021972013 4:41:41PMEST Success Posted Details
Go back fo Request Refund ltem
&) save [=] Notfy
Process List| Server List
« 0 v

Step

Action

14.

The Process List displays.

Click the Refresh button.

15.

Click the Accounts Receivable menu once the Run Status reads Success and the
Distribution Status reads Posted.
|Accnuntsvﬁecehrahle |

16.

Click the Customer Accounts menu.

| (1 Customer Accounts *|
17. Click the Customer Information menu.
| (1 Customer Information "|

18.

Click the Account Overview menu.
| D Account Overview |
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Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

Customer Trend 1

Customer Trend 2

Customer Trend 3

| MuliChannel Console

20 New Window [& Personalize Page

Profle | Cuslomer Action
SefiD: SHARE Q. ynit:

MUDS2 [Q Customer:

1000000012 Q. Burt Reynolds*Level:

Balances | Profile | Customer Action | Customer Trend 1| Customer Trend 2 | Customer Trend 3

No Relationship

| AddtoFavorites |  Sign oul
[

Bnp
- | Search

Step Action

19.

Click the Sea_rch button.

The Account Overview - Balances page displays.

Favorites  Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

Profile [ Customer Action |~ Customer Trend 1

Customer Trend 2

Customer Trend 3

| MuliChannel Console

ENewwindow [+ Personalize Page

Add fo Favorites | Sign out

(= -
Bontp »

SHARE @ ynit:

Add Conversation

SetiD:

MUD52 & customer:

Display Currency

1000000012 @ Burt Reynolds*Level: No Relationship

Aging Chart

! View Adjusted Balance

Pay Balance by Credit Card

Find | View Al First ) 4074 1)

Maost Recent Activity
Item 1D Date Amount Currency Amount Currency
Item |D: 1000000054 02/19/2013 -200.00 uso -200.00 usb
Count Amount Currency Amount Currency

Pay History Days 000

Credit Limit 0.00 usb 0.00 usb
Balance 0 0.00 usb 000 usb
PastDue o 000 usb 0.00 usb
Deductions o 000 usb 0.00 usb
Disputed: o 000 usb 0.00 usb
Doubtful! 0 0.00 usD 0.00 usD
Collections: 0 0.00 usb 0.00 usp
Vendor Balance. 0 0.00 usb 0.00 usp
Draft Amount: 0 0.00 usb 0.00 usp
High Balance YTD 0.00 usb 0.00 usp
Sales YTD: 0.00 usb 0.00 usp
LastYear Sales 0.00 usb 0.00 usp

Last

Search |

n
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Step Action

20. Click the Balance link.

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Accounts Recewable > Customer Accounts » Customer Information > Account Overview
& New window & Personalize Page B nitp
m Advanced Search
SetiD: SHARE Q. ypit: JUD52 |, customer: 1000000012 QU Burt Rewnolds™Level: No Relationship -

“Status: |OPen hd Eearh Advanced Search

Add Conversation

Range: GO SelectAl | Deselect Al

Search Result Totals

Debits:

Select Action - 0,

Credits:
Total:
Selected: Currency:

Cancel

ltem | Show Outstanding Items

Step Action
21. The Item List displays.

Click the Status list.
|Open - |

22. Click the All list item.

23. Click the Sea_rch button.
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Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

m Advanced Search

B New Window [ Personalize Page B, http

SetiD: SHARE/Q, ynit:  PUD52|Q customer: 1000000012 @ purt Rewnolgs “Level: No Relationship -
stams: Al - [ Search__} Advanced Search

Add Conversation Account Overview

Row Selection

Range: | | G0 | SelectAl |  DeselectAl | SelectActon. - | 60|

Item List| Advanced Search

Item List Personaize | Find | View A1 BV | Fret KL 011
Detai 1 Detai 2 Detal3 ~ Detail 4 Detai 5 Detail 6
ﬁ: Select Item Line Activities Unit CustomerID Status Terms ]E,""':Z :2"" Due m Bl;':z Cur
1 1000000054 2JUD52 1000000012 Closed  IMMED ~ CR  DEFLT 0211972013 usD
Debits: 1 Debit Amount: Currency: uso
Credits: Credit Amount: Currency: uso
Total: 1 Total Amount: Currency: uso
Selected: Currency:
| cancel |

Step

Action

24.

Click the 1000000054 link.
1000000054

25.

The Item - Detail 1 page displays.

Click the Item Activity tab.
Activi
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Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

B New Window [ Personalize Page B, http

Detail 1| Detail 2 | Detail 3 | tem Activity | ltem Accounting Entries | tem Audit History

Detail 1 Defail2 { Defail 3 .’ em Aciv ,.' fiem Accounting Enfries ' flem Audit History
Unit: JuDs2 Customer:  [{0000000128urt Reynolds
Item 1D: 1000000054 Line: Days Late: Status:
Balance: 0.00 usD
em Activitie
Sequence: 1 Accounting Date: 0211972013
Entry Type cR Reason: DEFLT Worksheet Reason: Voucher ID:
Document:
Group Unit: Jups2 Group ID: 61 Billing
Sequence: 2 Accounting Date: 02182013
Entry Type RC Reason: OWVRPYWorksheet Reason: REFUND
Document:
Group Unit: JuD52 Group ID: 62 Maintenanc Match Group ID:
Split Add Conversation View Audit Logs
oK Cancel Apply

Posted Date: 02119/2013

Amount: -200.00 USD
Posted Date: 02192013

Amount: 20000 USD

Voucher ID:

Step Action

26. The Item Activity page displays.

Review the information on the page.

closed.

Note: The RC, Refund a Credit and Reason: ESCRW are displayed and the item is

217. You have successfully completed the Loading to AP for Voucher Creation topic.

You have learned how to:
- load to AP from AR
End of Procedure.

Lesson 5: Processing Deferred Payments

Lesson Overview

The first step in this end-to-end process is entering an invoice with a status of Hold to prevent

processing, since it is entered for tracking purposes only.

This section walks through how to update the invoice to reflect a deferred payment extension,
how to process a partial payment, and how to process a payment for the full remaining amount.

This process is only applicable to District Court.

Lesson Objectives
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After completing this section, you will be able to:

enter a deferred payment invoice
update a deferred payment
process full and partial payments
print a pro forma Deferred Invoice

5.1 Entering a Deferred Payment Invoice and Printing a Pro Forma Invoice
We will enter an invoice with a Status of Hold using an existing Customer.

After completing this topic, you will be able to:

e saved an invoice with a Status of Hold.
e generates an Invoice Number.

Procedure

In this topic, you learn how to be able to enter a deferred payment invoice and print it.

Step Action

1. Begin by navigating to the Standard Billing page.

Click the Main Menu button.

2. Click the Menu sort button.

[=1]
3. Click the Billing menu.

| £3 iling ]
4. Click the Maintain Bills menu.

| £ Maintain Bils v]
5. Click the Standard Billing menu.

| |=]| Standard Biling |
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3 General Enterprise And Resource Support

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FNew Window B hitp

= -] -

Business Unit:

Invoice: begins with ~ | Q

Bill Status: = - v
Customer: begins with ~ | Q
Contract: begins with |

Bills in Business Unit:

- .

Template Invoice Flag:
[CIcase Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Entry search page displays.

Click the Add a New Value tab.
| Add a New Value |

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Bill Entry

Find an Existing Value Md a New Value

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FINew Window B tip

Business Unit: a
Invoice: NEXT

Bill Type Identifier:| Q.

Bill Source: a
Customer: Q
Invoice Date: 5

Accounting Date: [

Add

Find an Existing Value | Add a New Value
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Step Action
7. The Add a New Value tab displays.
Enter your Business Unit in the Business Unit field. For this example, enter
"JuD52."
8. Click the Look up Bill Type Identifier button.
Look Up Bill Type Identifier
:II'!I[Jype \dentifier: begins with + |SHARE
[ Lookup || Clear || Cancel |gasic Looiup
Search Results
= e,
ﬁ i
Step Action
9. The Look up Bill Type Identifier window displays.
Click the Deferred Payment option.
|DER Deferred Payment |
10. Click the Look up Bill Source button.
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Look Up Bill Source
SetiD: SHARE
Bill Source: begins with ~
LookUp. || Gioar || Gancel pasic Looiup

Search Results

Bill Source  Description

Circuit Court Standalone

District Court Standalone
oM

Grants Management

Step Action

11. The Look Up Bill Source window displays.
Click the ONLINE option.
[ONLINE |

12. Click the Look up Customer button.
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SetiD: SHARE
Customer ID: begins with |
City: begins with ~ |
Name 1: begins with |

LookUp | Ciear | Cancel |pasic Lookup

Search Results

View 100 First [4] 192 ofa [§] Lasi

= Name 1
Look up Customer (AILe3). [ 355 Anne Anundel Office Management

ltest customer 333
03 Annapolis 0TC222 TestCustl DR
OTC222 TestCust? DR
Michelle Gunter
0TC232 TestCustl
0TC232 CUST2
DEFERRED PAYMENT CUSTOMER

10i

1000000004 Annapolis
1000000005 Annapolis
1000000006 Annapolis
1000000007 Annapolis
1000000008 Annapolis
1000000009 ANNAPOLIS DEFFERED TWO

TEST CAEFFDT
State Justice Institute

CATEST  ANNAPOLIS
GM-0000001 Reston
GM-0000002 Glen Burnie
GM-0000003 Baltimore
GM-0000004 Baltimore

Maryland Highway Safety Office
STOP Violence Against Women
Edward J. Byme Justice Assist Grant Pgm
Office on Violence Against Women
Bureau of Justice Assistance
GM-0000007 Baltimore Child Support it
GM-0000003 Baltimore Child Support it
GIM-0000009 Philadelphia ACFIChildren’s Bureau-Reqion Il
JUDO1 CUMBERLAND Allegany County Circuit Court
JuD02 Annapolis Anne Arundel County Circuit Court
JuD03 Towson Baltimore County Circuit Court
UD Prince Frederick  Calvert County Circuit Court
Denton Caroline County Circuit Court
Westminster Carroll County Circuit Court

Receivables and Customer Payments —

District Court

Step Action

13. The Look Up Customer window displays.

Michelle Gunte

Select your Local Customer. For this example, click Michelle Gunter.

14, Enter "t" in the Invoice Date field.

15. Enter "t" in the Accounting Date field.

16. Click the Add button.
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ORACLE

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Header - Info 1 Line - Info 1

é’;@

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

&0 New Window [ Personalize Page 1B hitp

Unit: JUDE2  Invoice: 1000000050

Status: NEW @ Invoice Date:
“Type: D A source:
*Customer: 1000000005 & subcust1:

Michelle Gunter

“Invoice Form: AMLPUE @ From Date:
Accounting Date: 02/1912013 E  payTerms:
Remit To: BOA @ Bank Account:
Sales: DEFAULT @ Bill Inquiry Phone:
Credit: DEFAULT & collector:

Biller: DEFAULT @ Billing Authority:

Goto Header Info 2 Address

Notes Express Entry
Summary Bill Search Line Search

B save | [S] Nelfy | s Refresh

Header - Info 1| Line - Info 1

Pretax Amt:

=
150000 USD -

02/19/2013 £l
ucs a

Cyele ID:
*Frequency:

SubCust2:

To Date:
Pay Method:

Q
DEFAULT [¢}
DEFAULT Q

Copy Address

Navigation:

Header - Info 1

DALY Q
Once ~E®
B
Check -
 Page Series |
T | Brev Mext
B Add Updale/Display

Step

Action

17.

The Header - Info 1 tab displays.

Click the Look up Status button.

=

18.

Click the Hold Bill option.
Hold Bill
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Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Biling > Maintan Bis > Standard Biling

Header- Info 1 [T |

FNew Window [ Personalize Page B, hitp

i
Unit: JUDE2  Invoice: 1000000050 Pretax Amt: 150000 USD -

Status: HLO @ invoice Date: 02/1912013 [ cycle ID: DALY QU

“Type: P A source: es @ *Frequency: Once - =]

“Customer: 1000000005 Q. subcusti: [ SubCust2: ]

Michelle Gunter

“Invoice Form: [LPUE Q@ From Dates [ F Topae [ =

Accounting Date: loznerots @ Pay Terms: [mEeD e Pay Method: Check - B
Remit To: BoA @ BankAccount: e

Sales: [DEFAULT '@ Bilinquiry Phone: [ e

Credit: [EFAULT @ coliector: [CEZIVRRNY

Biller: [DEFAULT & Billing Authoriy: [CEZUERN Y

Goto Header nfo 2 Address Copy Address
Notes Express Entry Page Series
summary Bill Search Line Search Navigation: Header -Info 1 v | Prey Next

&\ Retumto Search | |15 Frevious i st | $E] NextinList | 5] Moty | Refresh Uptale/Display|

Header - Info 1| Line - Info 1

Step Action

19. Click the Look up Pay Terms button.

Look Up Pay Terms
SetiD: SHARE
Payment Terms ID: begins with +

Look Up Clear Cancel |Basic Lookup

Search Results
lew 100 First [q] 14ars [3] Las

Payment Terms ID Description
MVED  Dueimmeditely
NETIS
NETOO

NT180  [Net180
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Step Action

20. The Look Up Pay Terms window displays.
Click the NET90 option.
MET30
21. Ensure that the Header information that defaulted on the bill is correct, such as

Bank Account. The values in the Sales, Credit, Biller, Collector, and Billing
Authority are required for PeopleSoft to operate, but are not applicable for
Judiciary business processes.

22. Click the Navigation list.
| Header - Info 1 - |
23. Click the Header - Order Info list item.

Header - Order Info

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

FHVDthES Main_Menu > B\ﬂlﬂg > Maini}_ﬂn Bils > Standard Biling
@ NewWindow ? Help [5 Personalize Page o5, hiip
TR eaderover o J@ETRUE
Unit: MDJUD Bill To: 1000000001 Pretax Amt: ?U 00 UsD
Invoice: 0000000042 Davy Jones
PORef: Freight Terms: @
Contract: @ Ship Via: aQ
Contract Date: ) Case Number: 123455764
Contract Type: PIK Slip No:
OM Bus Unit: Q Sold To: 1000000001 Q
order Ho: Q sold Loc: 1
Order Date: [ Ship To: aQ
Ship Bus Unit: Ship Loc: Q
Ship ID:
Goto Header Info 2 Address Copy Address
Notes Express Eniry AOC Revenue Bond Forfeiture | Page Series |
Summary Bill Search Line Search Navigation: Header - Oraer Info M Prey Next
[E save /X ReturntoSearch [=] Notify  rl Refresh B
Header - Info 1| Header - Order Info | Line - Info 1

Step Action

24. The Header - Order Info tab displays.
Enter the desired information into the Case Number field. For this example,
enter "123456789".

25. Click the Line - Info 1 tab.

Line - Infa 1
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Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FNew Window [ Personalize Page B, hitp

Header - info 1 | Line - Info 1

[E) save [=] nefify i Refresh

Unit: JuDs2 Bill To: 1000000005 Pretax Amt: 000 USD =
Invoice: NEXT Michelle Gunter = B max Rows: 5 B &
Identifier Look Up Date: 0211912013 |[§] =
Sea: 1 Line: Net Extended: 0.00
Table: Q@ igentifier: U Description:
Quantity: 1 From Date: (1
Unit of Measure: EA Q To Date: E
Unit Price: 0.0000 Line Type: REV Q  [¥Accumulate
Gross Extended: 0.00 Tax Code: @ [Tax Exempt
Exempt Cert: Q
Less Discount: . empLLe
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Hotes Express Enfry | Page Series |
Summary Bill Search Line Search Navigation: Line -Info 1 v [Prev  Ned

Er add UpdatelDispiay

Step

Action

26.

The Line - Info 1 tab displays.

Enter an amount in the Gross Extended field. For this example, enter "1500."

217.

Amount."

Note: The description field will be displayed on the invoice.

Enter a description to signify the total billed amount of the deferred payment in the
Description field. For this example, enter "Total Deferred Payment Billed

28.

Click the Save button.

29.

If you wish to add notes to your invoice, click the Notes link at the bottom of the
page. This note will also be printed under the Total Amount line.

30.

Click the Pro Forma button.
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ORACLE PRO FORMA
Invoice No: 1000000050
Invoice Date: 2/19M13
Page: 1of 1
Please Remit To: Customer Number: 1000000005
Bank of America Payment Terms: Net 90
United States
Due Date: 5/20/13
Bill To: AMOUNT DUE: 1,600 USD

Michelle Gunter
123 Anystreet
Annapolis MD 21401
United States

Amount Remitted

For billing questions, please call

Original

[ Line Identifier Description Quantity UOM Unit Amt Net Amount
1 021613 TEST Charge Code for INT test 100 EA 1,500.00 1,500.00
Subtotal: 1,500.00

Amount Due: 1,500.00

Step Action

31. The Pro Forma statement displays in a new window.

Print the Pro Forma invoice if needed.

32. You have successfully completed the Enter Deferred Payment Invoice and Print Pro
Forma Invoice topic.

You have learned to:

- enter a deferred payment invoice
- send an invoice to print

End of Procedure.

5.2 Updating the Invoice for Deferred Payment Extension
This topic walks through the process of updating the invoice with new payment terms to reflect a
deferred payment extension.
After completing this topic, you will be able to:
e save the invoice with the new payment terms entered.

Procedure

In this topic, you will learn how to update the invoice for deferred payment extension.
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Step

Action

Click the Main Menu button.

Begin by navigating to the Standard Billing page.

Click the Menu sort button.
=]

Click the Billing menu.
| 3 Biling ]

Click the Maintain Bills menu.
| 1 Maintain Bills Ir|

Click the Standard Billing menu.
| [F] standard Biling |

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values

[ T an Cizina value T TERERT)

Business Unit: E e
Invoice: begins with ~ ’70\
Bill Status: = -

Customer: beginswih ~[ @
Contract: beginswith ~[
Bills in Business Unit; = ~ [ <

Template Invoice Flag: = - -

[CIcase Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Find an Exsting Value | Add a New Value

& New Window B hitp

Step

Action

The Bill Entry search page displays.

"JupD52."

Enter your Business Unit in the Business Unit field. For this example, enter
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Step Action

7. Click the Search button.

8. Select the invoice you created. For this example, click Invoice 100000050.
1000000050

9. The Header - Info 1 page displays.

For a 90 day extension, enter a date that is 90 days after the original Invoice Date.
For this example, enter "05/20/13" since it is 90 days after 02/19/13..

10. Click the_ Save button.

Warning — date out of range. (15,9}

The date entered is either more than 30 days in the past or 30 days in the future. This is
notnormailly true for this date. Either acknowledge thatthe date is OK, or correct the
entered date

Step Action
11. A message will appear alerting you that the date is out of normal range. Click
the OK button.
12. Click the Pro Forma button.
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ORACLE PRO FORMA
Invoice No: 1000000050
Invoice Date: 5/20/113
Page: 1of 1
Please Remit To: Customer Number: 1000000005
Bank of America Payment Terms: Net 90
United States
Due Date: 8/18M13
Bill To: AMOUNT DUE: 1,600 USD

Michelle Gunter

123 Anystreet
Annapolis MD 21401
United States

Amount Remitted

For billing questions, please call

Original

[ Line Identifier Description Quantity UOM Unit Amt Net Amount
1 021613 TEST Charge Code for INT test 100 EA 1,500.00 1,500.00
Subtotal: 1,500.00

Amount Due: 1,500.00

Step Action

13. The Pro Forma statement displays in a new window.

Make sure the Invoice Date and Due Date were updated properly on the Pro Forma
invoice.

14. You have successfully completed the Update Invoice for Deferred Payment
Extension topic.

You have learned to:
- update the invoice for deferred payment
End of Procedure.

5.3 Processing a Partial Payment

This topic walks through the steps to record a partial payment, which is performed by adding a
new line on the invoice.

After completing this topic, you will be able to:
e save an invoice with the addition of a new line to record a partial payment.
Procedure

In this topic, you will learn how to process a partial payment.
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Step Action

1. Begin by navigating to the Standard Billing page.

Click the Main Menu button.

2. Click the Menu sort button.

=]
3. Click the Billing menu.

| 3 Biling v
4, Click the Maintain Bills menu.

[ ©3 Maintain Bils ]
5. Click the Standard Billing menu.

| [F] standard Biling |

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling
& New Window B hitp

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values

.‘ Find an Existing Va l-i\ Add & New Value

Business Unit: = - Q
Invoice: begins with ~ Q

Bill Status: = - v
Customer: begins with ~ Q
Contract: begins with ~

Bills in Business Unit: = - Q

Template Invoice Flag: = - -

[CIcase Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Find an Exsting Value | Add a New Value

Step Action

6. The Bill Entry search page displays.

Enter your Business Unit in the Business Unit field. For this example, enter
"JUuD52."
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Step Action

7. Click the Search button.

8. Select the invoice you created. For this example, click Invoice 1000000050.
1000000050

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Biling > Maintan Bis > Standard Biling

Header - Info 1 Line - Info 1

FNew Window [ Personalize Page B, hitp

unit: Jups2  Invoice: 1000000050 Pretax Amt: 150000 USD
Status: Mo 1@ invoice Date: jpszoz0taE  gycle: pary e
“Type: P @& source: ues” @ -Fequency: Onee -B®
“Customer: [1000000005 @ suncustr: SubCust2:
Michelle Gunter
“Invoice Form: ALPUB A From Date: E  ToDate: B
Accounting Date: 02/1972013 E  payTerms: NETa0 Q. payMethod: Check -
Remit To: BOA @ Bank Account: MAIN Q
Sales: DEFAULT @ Bill Inquiry Phone: Q
Credit: DEFAULT A collector: DEFAULT Q
Biller: DEFAULT @ Billing Authority: DEFAULT Q
Goto Header Info 2 Address Copy Agdress
Notes Express Entry
Summary Bill Search Line Search Navigation: Header - info 1 v [Py Ned
B save | & RetuntoSearch 1[F Feviousinlel | 4E Mextinlist| |[E] Motfy |7 Refresh E+ Add Updale/Display

Header - Info 1| Line - Info 1

javascriptsubmithction_wind{document.wing, BL_PB_WRK_BL CUST_SRC... |

0 3

Step Action

9. The Standard Billing - Header - Info 1 page displays.

Click the Line - Info 1 tab.

Line - Info 1
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Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Biing > Mantan Bls > Standard Bilng
FNew Window [ Personalize Page B, hitp
Header - info 1 m
unit: Jups2 Bill To: 1000000005 Pretax Amt: 150000 USD (=
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Lme Find | view Al First Kl 10f 1 1 (ast
Identifier Look Up Date: 0512012013 [¢] =
Seq: 1 Line: Net Extended: 1,500.00
Table: D | gentifier: 021613 TEST U pescription: Charge Code for INT test
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: E
Unit Price: 1,500.0000 Line Type: REV Q  [¥Accumulate
Gross Extended: 1.500.00 Tax Code: @ [[7ax Exempt
Exempt Cert: Q
Less Discount: . empt
Plus Surcharge: 000
Net Extended: 1,500.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,500.00
Goto Line Info 2 Tax Accounting Dis count/Surcharge
Notes Express Eniry  Page Series |
Summary Bill Search Line Search Navigation: Line -Info 1 v [Prev  Ned
B save | [ Retumtosearcn | (15 Freviousin it | [sEl Nextintist| [ Notty.| [ Refresh e FYP—
Header - info 1 | Line - Info 1

Step Action

10. The Line - Info 1 page displays.

Click the Add a new row at row 1 button.

11.
"06/20/13."

Enter the date of the partial payment in the Identifier field. For this example, enter

12.
Extended field. For this example, enter "-700."

Enter the amount of the partial payment as a negative humber in the Gross

13.
example, enter "Partial Payment."”

Enter a description to signify the partial payment in the Description field. For this

14, Click the Notes link.
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Biling > Maintan Bis > Standard Biling

Header-Info1 ' Line - info 1 m

&0 New Window [ Personalize Page 1B hitp

Unit: JuDs2 Bill To: 1000000005 Pretax Amt: 80000 usp
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Line Find | View Al Frst K 2012 7 Last
Seq: 2 Line: 2 Net Extended: -700.00
Identifier: 021613 TEST Description: Charge Code for INT test
Bill Line Note Fid | View Al Frst K 1071 O Last
[T standard Note Flag Std Note: Q =
[Clinternal Only Alag Note Type: Q
Note Text:
Golo Line Info 2 Tax Accounting DiscountiSurcharge
Noles Express Enfry Page Sefies
Summary Bill Search Line Search Navigation: Line - Note v |Prev  Ned
B save | & RetuntoSearch | (1] Frevious st | (4B Nextinist | [Z] wotity | [ Retresh B Add Update/Display

Header - Info 1| Line - Info 1 | Line - Note

Step

Action

15.

The Line - Note tab displays.

Enter any notes associated with the second bill line in the Note Text field. For this

example, enter 6/20/2013.

16.

Click the Save button.

17.

Click the Header - Info 1 tab.
|ﬂeader— Info 1 |

18.

Click the Pro Forma button.
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ORACLE PRO FORMA
Invoice No: 1000000050
Invoice Date: 5/20/113
Page: 1of 1
Please Remit To: Customer Number: 1000000005
Bank of America Payment Terms: Net 80
United States
Due Date: 8/18M13
Bill To: AMOUNT DUE: 800 USD

Michelle Gunter

123 Anystreet
Annapolis MD 21401
United States

Amount Remitted

For billing questions, please call

Original

[ Line Identifier Description Quantity UOM Unit Amt Net Amount
1 021613 TEST Charge Code for INT test 100 EA 1,500.00 1,500.00

2 021613 TEST Charge Code for INT test 100 EA -700.00 -700.00
Subtotal: 800.00

Amount Due: 800.00

Step Action

19. The Pro Forma statement displays in a new window.

Review and then print the invoice if needed.

20. You have successfully completed the Process Partial Payment topic.

You have learned to:
- process a partial payment
End of Procedure.

5.4 Processing a Full Payment

This topic walks through the steps to record a payment for the full remaining amount, which is
performed by adding a new line to the invoice. The last step is to update the invoice with a Status
of Canceled to preserve history and prevent processing, since it was entered for tracking purposes
only. Adding a new line for a credit amount to bring the invoice amount to $0.00 is an optional
step, and is not required in order to change the Header Status to "Cancelled".

After completing this topic, you will be able to:

e save an invoice with a new line to record full payment with an outstanding amount of $0,
and has a Status of "Cancelled".

Procedure

In this topic, you will learn to process a full payment.
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Step

Action

Click the Main Menu button.

Begin by navigating to the Standard Billing page.

[=]

Click the up and down arrows to Menu sort button.

Click the Billing menu.

| 3 Biling

Click the Maintain Bills menu.

[ 3 Maintzin Bills

Click the Standard Billing menu.

| [ standard Biling

ORrRACLE

Favorites - Main Menu > Biling > Mantan Bis > Standard Bilng

Bill Entry

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

[ Finc en Extstng Vaiue [ TEREUACITS

Business Unit: = - ’\70\
Invoice: beginswith ~[ @
Bill Status: = -

Customer: begins with ~ ’70\
Contract: beginswith ~[
Bills in Business Unit: = + e
Template Invoice Aag: = - -

[T case Sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

{70 New Window 5, hiip

Step

Action

The Bill Entry search page displays.

Enter your Business Unit in the Business Unit field. For this example, enter

"JubD52."
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Step Action

7. Click the Search button.

8. Select the invoice you created. For this example, enter Invoice 1000000050.
1000000050

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites  Main Menu > Biing > Mantan Bds > Standard Biing
FNew Window [ Personalize Page B, hitp
Line - Info 1
w

unit: Jups2  Invoice: 1000000050 Pretax Amt: 50000 USD

Status: Mo 1@ invoice Date: jpszoz0taE  gycle: pary e

“Type: P @& source: ues” @ -Fequency: Onee -B®
“Customer: [1000000005 @ suncustr: SubCust2:

Michelle Gunter

“Invoice Form: ALPUB A From Date: E  ToDate: B

Accounting Date: 02/1972013 E  payTerms: NETa0 Q. payMethod: Check -
Remit To: BOA @ Bank Account: MAIN Q

Sales: DEFAULT @ Bill Inquiry Phone: Q

Credit: DEFAULT A collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Agdress

Notes Express Entry
Summary Bill Search Line Search Navigation: Header - info 1 v [Py Ned

B save | &\ RetumtoSearch |15 Frevious oLl | $E Mextinlist ] Notfy | Refresh B+ Add Uipdate/Display
Header - Info 1 | Line - Info 1
« . v

Step Action

9. The Standard Billing - Header - Info 1 page displays.

Click the Line - Info 1 tab.

Line - Info 1
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Biling > Maintan Bis > Standard Biling

Header - Info 1 m

FNew Window [ Personalize Page B, hitp

unit: JuDs2 Bill To: 1000000005 Pretax Amt: 50000 USD
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Line Find | view A1 Frst L 102 O Last
Identifier Look Up Date: 05202013 [5) =
Seq: 1 Line: Net Extended: 1,500.00
Table: D @ |gentrier: 021613 TEST U pescription: Charge Code for INT test
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: G
Unit Price: 1,500,000 Line Type: REV Q  [Accumulate
Gross Extended: 1.500.00 Tax Code: @ [Tax Exempt
Exempt Cert: Q
Less Discount: 000 et
Plus Surcharge: 0.00
Net Extended: 1,500.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,500.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Eniry  Page Series |
Summary Bill Search Line Search Navigation: Line -Info 1 v [Prev  Ned
) sove | & RetumtoSearcn | 15 Fevous st | (VB Mextintist | =] Nty | | Refresn Er Ada Updte/Dispiay,

Header - info 1 | Line - Info 1

javasc tion_wind{dac SIC ;)

Step

Action

10.

The Line - Info 1 tab displays.

Click the Add a new row at row 1 button.

11.

Enter a description for the full payment in the Description field. For this example,
enter "Full Payment.”

12.

Enter the date of the full payment in the Identifier field. For this example, enter
"021613 TEST".

13.

Enter the amount remaining on the invoice in the Gross Extended field. For this
example, enter "-800."

14.

Click the Notes link.
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ORACLE
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General Enterprise And Resource Support

%

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites - Main Menu > Biling > Mantan Bis > Standard Biling
FNew Window [ Personalize Page B, hitp
Header-Info1 ' Line - info 1 m
Unit: JuDs2 Bill To: 1000000005 Pretax Amt: 000 usp
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Line. Find | View a1 First K 2013 O Last
Seq: 4 Line: Net Extended: -800.00
Identifier: 021613 TEST Description: Charge Code for INT test
Bill Line: Note Find | viewr A1 First Kl 1071 I Last
[T standard Note Flag Std Note: Q FE=E
[Clinternal Only Alag Note Type: Q
Note Text:
oo Line Info 2 Tax Accounting Discount/Surcharge
Notes Boress Eniy
Summary Bill Search Line Search Navigation: Line - Note v |Prev  Ned
B save | & RetuntoSearch | (1] Frevious st | (4B Nextinist | [Z] wotity | [ Retresh B Add Update/Display
Header - Info 1 | Line - Info 1 | Line - Note

Step Action

15. The Line - Note tab displays.

"7/20/13".

Enter notes associated with line 3 in the Note Text field. For this example, enter

16. Click the Save button.

& Save

17. Click the Header - Info 1 tab.

|ﬂeader— Info 1 |

18. Click the Look up Status button.

2]

19. Click the Canceled link.

20. Click the Save button.

& Save

21.

You have learned to:
- process full payment
End of Procedure.

You have successfully completed the Process Full Payment topic.
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Lesson 6: Processing Bond Forfeitures

Lesson Overview

In this lesson, you will learn to exercise processing bond forfeitures in GEARS. Bond Forfeitures
are recorded through an online entry method for tracking purposes. If more than one Bond
Forfeiture exists for the Case Number a link will be provided to display all Bond Forfeitures for
that case number.

Lesson Objectives
After completing this lesson, you will be familiar with:

Creating an Escrow and Surety Customer
Creating an Invoice with a Status of Hold
Processing a Partial Payment

Processing a Full Payment

6.1 Creating an Escrow and Surety Customer

This topic details the process of creating a Local Customer (Defendant) and a Surety Customer.
The process is similar for both.

In this topic, you will use the Customer General Information pages in GEARS to create a new
customer, if one does not already exist.

After completing this topic, you will learn how to:
o Create a new Surety and/or Escrow customer
Procedure

In this topic, you will use the Customer Information - General Information pages in GEARS
to manually create a customer and customer ID.

Step Action

1. Begin by navigating to the Customer Information - General Information page.

Click the Customers link.

2. Click the Customer Information link.
}gustomer Information
3. Click the General Information link.

E eneral Information
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites | Sign out
Favorites = Main Menu > Customers > Customer Information > General Information

ENew Window B hitp
General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

IEEUISTEERETE « Add a New Value |
- Search Criteria

SetiD: -~ srRE @
Customer ID: begins with ~ ’70\
Name 1: beginswith [
Name 2: beginswith [ |
Telephone: beginswin = |
City: begins with ~ ’7
State: beginswith [
Postal Code: beginswith = |

[[include History [] Correct History  [[] Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

javascrip ction_win{d "ZIC de’); #100% ~

Step Action

4, The Customer Information - General Information search page displays. Before

you create a new customer, you can check to see if the customer already exists in the
system.

Under the Find an Existing Value tab, select "contains™ under the Name 1 dropdown
field. Enter a portion of the customer's name in the field, then click the Search
button.
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Favorites

General Information

Add a New Valug

Find an Existing Value

Main Menu > Customers > Customer Information > General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Home | Workist |

MultiChannel Console |  Addto Favorites | Sign out

ENew Window B hitp

~ Search Criteria

SHARE Q
Q

SetiD: = -

Customer ID: begins with ~

[
Name 1: begins with = |
Name 2: begins with = |
Telephone:  begins with = |
City: begins with ~ |
State: begins with = |

Postal Code: begins with ~ |
[Cinclude History

‘Search Clear

Find an Existing Value | Add a New Value

[Clcorrect History [] Case sensitive

Basic Search [§] Save Search Criteria

javascrip

ction_win0(d ZICS de’);

®100% -

Step Action

[ Add a New Value |

5. If the customer doesn't exist, click the Add a New Value tab.

Favorites - Main Menu > Customer:

> General

Home | workist |

MutiChannel Console | Addto Favortes | Sign out

> Customer

General Information

Find an Existing Value Add aNew Value

20 New Window . hitp

SetiD: SHARE Q
Customer ID: [NEXT a

Add

Find an Existing Value | Add a New Value

#100% ~
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Step Action

6. The General Information - Add New Value search page displays.

Click the Add button.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

I NewWindow 7 Help [ Personalize Page [Bihtp *

CELEEINTEAN il To Options | Ship To Options | Sold To Options " ( Miscellaneous General Info
SetiD: SHARE Customer ID: NEXT General Info Links: . More -
*Status: Active h Copy From Customer Level: Regular -
“Date Added: 06/07/2013_[5) *Since: (0610772013 _[l5) “Type: User 1 -
“Name 1: [ “Short Name:
Name 2: [
Currency Code: Q Rate Type: Q =
[C] gill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[ ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[ Sold To Customer Corporate Customer
Sald To Selsction Corporate Seledtion
[T Broker Customer Consolidation Customer Consolidation Business Unit: |
[Elindirect Customer [C] Grants Management Sponsor L4
Federal Attributes
D Federal Customer Trading Partner Code: Disbursing Office:

[C] Appropriation Symbol Not Required for Reimbursable Agreements

Personalize | Find | View A1 | B | 3 First K g o4 I (ost

Team Code Default Description

Q B =
Address Locations Find | View All First B 4 of 4 I {ast
“Location 1 [CeinTo [F1Primary [0 Broker [ Primary =

[Z] ship To [C Primary [ indirect [El primary

Description: [T sold To [C] Primary [T correspondence Address

Step Action

7. The Customer Information - General Information page displays.

Enter the desired information into the Name 1 field. Enter "Anne Arundel Office
Management".

8. Click the Type list.
Local Customer |L]|
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Home | Workist || AddtoFavorites |  Signout

FNew Window [# Personalize Page [Sihttp *

Sold Te Options |~ Miscellaneous General Info

SetiD:

*Status:
*Date Added:
*Name 1:
Name 2:

Currency Code:

[C] il To Customer
Bill To Selection

SHARE Customer ID:

NEXT General Info Links: _Mare -

Copy From Customer Level: Regular -

*Since: (061022013 _[l5)
. Commercial
Short Hame: | & oy mer
Excluded Foreign Customer
Rate Type: Q E

Correspondence Customer
Correspondence Selection

[ ship To Customer Remit From Customer
Ship To Selection

[T Sold To Customer
Sold To Selection

[T Broker Customer

Remit From Selection

[ Corporate Customer
Corporate Selection
Consolidation Customer

[Cindirect Customer [C] Grants Management Sponsor

Consolidation Business Unit:

Federal Attributes

D Federal Customer Trading Partner Code: Disbursing Office:
[C] Appropriation Symbol Net Required for Reimbursable Agreements
Personaize | Find | view Al BV | 7 Frst Kl 1011 O Lost

Team Code Default Description
Q O =

“Location 1 [Bill To [Flprimary [[ Broker Clprimary  F[=1
’ [ ship To [ Primary [ indirect [ Primary

Description: [T sold To [C] Primary [T correspondence Address |
Step Action
9. Depending on the type of customer you wish to create, you can select either the

Escrow customer.

Surety list item to create a Surety customer or select Local Customer to create an

10.

[Surety

For this example, we can create a Surety Customer. Click the Surety list item.

11.

Enter the desired information into the Currency Code field. Enter "USD".

12.

Enter the desired information into the Rate Type field. Enter "CRRNT".

13. Click the Bill To Customer option.

||:|Eill To Eustomer|

14. Click the Sold To Customer option.

| [C] sold To Customer |

15. Move the scrollbar downwards.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information
r_[ \ndirgc(C;ﬂome[ T \:Himlllﬁ Management Sponsor
] Federal Customer Trading Partner Code: Disbursing Office:
[Z] Appropriation Symbol Not Required for Reimbursable Agreements
personalize | Find | view 21 | B | B prst K g o4 0 (ot
{ Q ] Bl
T Bill To Primary Broker primary [F[=]
“oeation: ’— g Ship To gpnman’ g Indirect gpnmary —
Description: [ Sold To [Cprimary [Clcorrespondence Address
[CJRFID Enabled VAT Default VAT Senvice Treatment Setup
*Effective Date: 1219/2012 *Status: Active ~ =
Alternate Name 1: Alternate Name 2‘: -
Country: |usa @ United States
Address 1: [
Address 2: [ View Phone Information
Address 3: [
City: [Elin City Limit
County: [ posta ]
State: Q L4
Step Action
16. Enter the desired information into the Team Code field. Enter "SALES".
17. Click the Default option.
18. Click the Bill To option in the Address Locations section.
[ Bill To
19. Click the Sold To option.
[C] sold To
20. Click the Primary option.
21. Click the Primary option.
22. Click the Correspondence Address option.
| [l Correspondence Address
23. Enter "customer address on file" into the Address Locations Description field.
24. Enter the customer's address in the Address 1 field, such as "210 Holiday Court."
25. Enter the desired information into the City field. Enter "Annapolis".
26. Enter the desired information into the State field. Enter "MD"
217. Enter the desired information into the Postal field. Enter "21401".
28. Move the scrollbar upwards.
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Add fo Favorites |

Sign out

FNew Window [ Personalize Page [Sihttp ~|
AN ( Bill To Options | Ship To Options | Sold To Options  Miscellaneous General Info |
SetiD: SHARE Customer ID: NEXT General Info Links: ..Mare -
*Status: Active ~ CopyFrom Customer Level: Regular -
“Date Added: 12192012 5 *Since:[1219/2012 [[5) *“Type: User1 -
*Name 1: |anne Arundel Office Management *Short Name: |AnnArundOM
Name 2: [ =
Currency Code: usD  |Q Rate Type: |CRRNT Qa
Il To Customer Correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer temit From Customer
Ship To Selection Remit From Selection
Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
Broker Customer Consolidation Customer Consolidation Business Unit:___ | I
Indirect Customer rants Management Sponsor
Federal Attributes
Federal Customer Trading Partner Code: Disbursing Office:
Appropriation Symbol Not Required for Reimbursable Agreements
Support Teams Personalize | Find | First Kl 4074 I3 a5t
Team Code Default  Description
Juboz @ Anne Arundel County CC
Address Locations Al First 10f1
*Location: 1 Broker =]
Indirect
_— Court Addre &7
submitAction_wi *#1CPanel3); H100% ~

Step

Action

29.

Click the Bill To Options tab.

| Bill To Options |

| MuttiChannel Console |

Favorites = Main Menu > Customers > Customer Information > General Information

M’ Ship To Options | Sold To Options  Miscellaneous General Info_|

SetiD: SHARE  Customer ID: NEXT Anne Arundel Office Management

Customer Bill To Opfions

“Effective Date: 12/1912012 | “Status: Active -
Currency Code: usD Rate Type: CRRNT
Responsibilities:
Credit Analyst: Q Collector: Q
AR Specialist: Q Bill Inquiry Phone: Y
Billing Specialist: Q Billing Authority: Q
Billing Options Billing Consolidation Data
Direct Invoicing Consolidation Key:
Federal Highway File setiD: ’— a
Prompt for Billing Currency
) || CustomerID: Q
“Freight Bill Type: Shipping -
Bill Type: [ a Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: Q

Invoice Form:  la Start Date: s
Bill By Identifier: [ a End Date: T w
AR Distribution Code:  Ja Order Management Options

Hold Humber of Days: [ "::::;::;::1:

InterUnit Billing Immediate Payment Options

InterUnit Customer

mmediate Payment Required

GL Business Unit: Q Deposit Percent:

& New Window [& Personalize Page

Add to Favorites | Sign out

hitn

http * |

submitAction_wir in0,#ICPanel3");

#,100%
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Step Action

30. The Bill To Options page displays.

Enter the desired information into the Credit Analyst field. Enter "DEFAULT".

31. Enter the desired information into the Collector field. Enter "DEFAULT".

32. Click the Miscellaneous General Info tab.
| Miscellaneous General Info |

ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

FNew Window [ Personalize Page B, hitp

Miscellaneous

GeneralInfo |~ Bill To Options |~ Ship To Options: Sold Te Options

eneral Info |
SetiD: SHARE  Customer ID: 100000000 Anne Arundel Office Management

ous Gel
“Name 1: [anne Arundel Office Management

Name 2: [

Name 3: [

Tax ID: [

Vendor SetiD: [ Vendorl:l '@ vendorInformation
Workflow User: [ Qa

Customer Web Site: I Go To Website URL
Stock Symbol: [ GoTostocksvmool

[C] SubCustomer

SubCustomer 1: SubCustomer 2:
Date Last Maintained: 12/19/2012 Last Maintained By Operator ID: wayne wright
General Info General Info Links: _More -

Return to Customer Information

B save Notity | | s Refresh | v Add UpdatelDispiay | | /) Inciude History | | (3 Correct History |
General Infa | Bill To Optians | Ship To Options | Sold Ta Options | General Info

®100% -

Step Action

33. The Miscellaneous General Info page displays. Review the Miscellaneous General
Information page.

Note that there is now an ID associated with the Customer that you created.

34. You have successfully completed the Creating an Escrow and Surety Customer
topic.

You have learned to:
- manually create an Escrow or Surety customer
End of Procedure.
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6.2 Creating an Invoice with a Status of Hold

This process details the steps to create a new invoice with a Bill Type of BND for tracking the
necessary Bond Forfeiture information. The invoice will then be saved with a status of Hold.

After completing this topic, you will be able to:

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

o Create a new Bond Forfeiture invoice with the custom Bond Forfeiture tracking fields.

Procedure

In this topic, you will learn how to create a new invoice with a Bill Type of BND for tracking the
necessary Bond Forfeiture information.

Step Action
1. Navigate to the Standard Billing page.
Click the Main Menu button.
2. Click the Menu sort button.
[= ]
3. Click the Billing menu.
| 3 Biling 3
4. Click the Maintain Bills menu.
| £ Maintain Bils ]
5. Click the Standard Billing menu.
| | Standard Biling |
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-

QOGEARS

3 General Enterprise And Resource Support

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FNew Window B hitp

= -] -

Business Unit:

Invoice: begins with ~ | Q

Bill Status: = - v
Customer: begins with ~ | Q
Contract: begins with |

Bills in Business Unit:

- .

Template Invoice Flag:
[CIcase Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Entry search page displays.

Click the Add a New Value tab.
| Add a New Value |

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Bill Entry

Find an Existing Value Md a New Value

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FINew Window B tip

Business Unit: a
Invoice: NEXT

Bill Type Identifier:| Q.

Bill Source: a
Customer: Q
Invoice Date: 5

Accounting Date: [

Add

Find an Existing Value | Add a New Value
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Step Action

7. The Add a New Value tab displays.

Enter the desired information into the Business Unit field. Enter "JUD52".

8. Click the Look up Bill Type Identifier button.

Look Up Bill Type Identifier

setiD: SHARE
Bill Type Identifier: begins with - |

LookUp || Clear || Cancel |gasicLookup
Search Results

ew 100 First [4] 1-24of24 [3] Las

Bill Type Identifier Descrif n
BB0 Percentage Bond
ADV Emplovee Advances
B Bond Forfeiture
BND bons Torfeiture

Civil Case
Corporate Bond
Deferred Payment

Q\D‘Q\O
| 1o

Deferred Payment
Expenditure Credit
Grants Wanagement
Special Fund Interest
Intanagible Bond
Land Records
Mariage
Other

roperty Bond

o/=- E e \m‘

'u
@
(]

'u
ko
(&3]

Personnel Bond
Criminal Caze
PAR B Bond
Revenue Refund

‘;U \;U‘
i@
S}

AHMF
2
= o

ranscript
Unsecured Bond

=
(=]
(S]

Step Action

9. The Look Up Bill Type Identifier window displays.
Click the BND link.
EMND

10. Click the Look up Bill Source button.

11. Click the ONLINE link.

12. Click the Look up Customer button.
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Look Up Customer

SetiD:

SHARE

Customer ID: begins with ~ |

City: begins with |

Hame 1: begins with + [

LookUp || Clear | Caneel |gasicl ookup

Search Results

[ﬁm 100

Customer ID City
000000001 Annapolis
1000000002 Annapolis
1000000003 Annapolis
1000000004 Annapolis
1000000005 Annapolis
1000000006 Annapolis
1000000007 Annapolis
1000000008 Annapolis
1000000009 ANNAPOLIS
1000000010 Annapolis
1000000011 Lutheniille
1000000012 Annapolis
1000000013 Annapolis
1000000014 Annapolis
1000000015 Annapolis
1000000022 Baltimore
CATEST  ANNAPOLIS
GlI-0000001 Reston

First [§] 780170 [3] Last
Name 1

Anne Arundel Office Management
ltest customer 333

0TC222 TestCust! DR
OTC222 TestCust? DR
Michelle Gunter

0TC232 TestCust1

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111
Escrow local 222

Burt Reynolds

Escrow Customer 1

John Doe Local Cust

Corporate Surety Customer 1

State Justice Institute

GM-0000002 Glen Burnie

Maryland Highway Safety Office

GM-0000003 Baltimore

STOP Violence Against Women

GM-0000004 Baltimore

Edward J. Byrne Justice Assist Grant Pgm

GM-0000005 Washington
GM-0000008 Washington
GM-0000007 Baltimore

Office on Violence Against Women
Bureau of Justice Assistance
Child Support i

YXIGEARS

o

General Enterprise And Resource Support

Step

Action

13.

The Look Up Customer window displays.

Click the John Doe Local Cust link, or the Local Customer of your choice.

UUhn Doe Local Dusﬂ

14.

Enter the desired information into the Invoice Date field. Enter "t".

15.

Enter the desired information into the Accounting Date field. Enter "t".

16.

Click the Add button.

17.

The Standard Billing - Header - Info 1 page displays.

Click the Look up Status button.
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Look up Status (Alt+5)

? Help

Eils
Bl
BB
ke

q
=

e

ﬂl
=
=
=

&
=

&
53
e
25
53

5
S
=
3

&l

<
3
z
B
8|
5|

25
it ]
E

23
8
@

E

Step Action

18. Click the HLD link.
HLD

st | MutiChannel Console | Add to Favorites |

Favorites  Main Menu > Biing > Maintan Bils > Standard Biling

FNewWindow ? Help [& Personalize Page B

neea NP
Header - Info 1 Line-Info1

-
Unit: JuDs2 Invoice: NEXT Pretax Amt: 000 UsD

Status: NEW @ invoice Date: 0371112013 B cyclem: pay &
“Type: O @ source: e Q@ rrequency: onee -@®

“Customer: 1000000014 Q. subcustt: [ ] swos L ]

John Doe Local Cust

“Invoice Form: 0\ From Date: l:lg To Date: l:IEU

Accounting Date: (03112013 B payTerms: [MMED @ pay metnoa: Check - B
Remit To: BoA @& pankAccount B2 A

- BT @ oy prene "

e T — b

e BT Q. pung aory T a

Goto Header Info 2 Address Copy Address
Notes. Express Entry AOC Revenue Bond Forfeiture PR{E'SEnEE

Summary Bill Search Line Search Navigation: Header -Info 1 M

@] = U Refresn B acs| [ upamemspiny

Header - Info 1| Line - Info 1
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Step Action

19. Click the Line - Info 1 tab.

Line - Infa 1

ORACLE

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Header - Infa 1 m

Home | Workist | MuliChannel Console | Addto Favorites | Sign out

FNewWindow ? Help [ Personalize Page T hitp

Unit: Jups2 Bill To: 1000000014 Pretax Amt: 0.00 USD
Invoice: NEXT John Doe Local Cust E E  maxRows: 5 E =
Bill Line Find | view Al First Kl 1.0f1 O Last
Identifier Look Up Date: 031112013 [5) HE
Seq: 1 Line: Het Extended: 0.00
Table: @ igentifier: Q. pescription:
Quantity: From Date: (1
Unit of Measure: Q To Date: &
Unit Price: 0.0000 Line Type: REV Q@ [¥Accumulate
Gross Extended: 0.00 Tax Code: Q  [O7axExempt
) Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Eniry Page Series
Summany Bill Search Line Search Navigation: Line -Info 1 v | Prey Next
[E save [=] Nefify  rl, Refresh v Add Update/Dispiay

Header - info 1| Line - Info 1

Step Action

20. The Line - Info 1 tab displays.

Enter the desired information into the Description field. Enter "Bond Forfeiture".

21. Enter the desired information into the Gross Extended field. Enter "1200".

22. Click the Header - Info 1 tab.
|ﬂeader— Info 1 |

23. Click the Bond Forfeiture link.

Page 218



{3@

GEARS

General Enterprise And Resource Support

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —
District Court

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Header - Infa 1 Header - Bond Forfeiture  [@NTFRaNT0%]1

FnewWindow ? Help [ Personalize Page T hitp

Unit: JuDs2 Bill To: 1000000014
Inveice: MNEXT John Doe Local Cust

Case #/ Citation #:

Bond Forfeiture Info

Pretax Amt: 1,200.00 USDT:

Date Remission

Processed: )

Invaice Link (View all of the related invoices for the Case# on this invoice)

Goto: Header Info 2 Address
Notes Express Entry
Summary Bill Search Line Search

[E save [=] Nofify = rl, Refresh

Header - Info 1| Header - Bond Ferfeiture | Line - Info 1

Surety ID: Q Surety Address:
Surety Name: [
Bond Type: NA - Power Number:
Full Bond Amount: Unsatisfied Bond Amount:  |5-1200.00
Percentage:
Forfeiture (FTA) Date: [ Original Forfeiture Due Date: B
BF80: N - Date Extension Granted: [5)
Extension Due Date: [

Date: [ Number:

Date: [ Satisfaction Code: ~
Interest Amount:
::::l‘::;o;ate: [ Remission Status: E

Copy Address

AOC Revenue Bond Forfeiture
Navigation: Header - Bond Forfeiture Info - Prev Next

E¥ Add Update/Display

Step

Action

24.

case number you desire.

The Header - Bond Forfeiture page displays.

Enter the desired information into the Case # / Citation # field. Enter "4555" or the

25.

=

Click the Look up Surety ID button.
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Look Up Surety ID

SefiD: SHARE
Sold To Customer: begins with ~
Name 1: begins with

Look Up Clear Cancel |Basic Lookup

Search Results

First [§] 172072 [§] Last

1

OTC222 TesiCusti DR
OTC222 TesiCust? DR

OTC232 TesiCusti
OTC232 CUST2

1000000015 |

1000000022

(CATEST  [TEST CAEFFDT
[GIE000000T  Stale Justice Insiiiute

[GI-0000002  Marvland Highway Safefy Office
[GI-0000003  STOP Violence Aqainsl Women
|GI-0000004  Edward J Byme Justice Assist Grant Pam
(GM-0000005  Ofice on Violence Against Women |
(GM-0000006  Bureau ofJustice Assistance |
GU-0000007  Child Support Enforcement Administration
/GM-0000008  Child Support Enforcement Administration
/GM-0000009  ACFiChildren's Bureau-Regionlll |
Jupo1  AlleganyCounty CircuitCout
Jupo2  Anne Arundel County CircuitCout |

n
n
' I I
n
Ii§
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Step

Action

26.

The Look Up Surety ID window displays.

Click the Corporate Surety Customer 1 link.

|Dnrgnrate Surety Customer 1|

217.

Click the Look up Surety Address button.
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Look Up Surety Address

Sold To Customer: 1000000015
Address Sequence Number: = -
Description: begins with = |

LookUp | Clear || Cancel |pasicLookup

Search Results

2w 100 First [q] 1o 1 [3] Las

SeIID . Address Sequence Number Description
BHARE 1 main

'#ICRow0’);

Step Action

28. The Look Up Surety Address window displays.
Click the 1 link.

29. Enter the desired information into the Bondsman field. Enter "John Brown" or any
name.

30. Click the Bond Type list.

31. Click the Corporate list item.

32. Enter the desired information into the Power Number field. Enter "PW77".

33. Enter the desired information into the Full Bond Amount field. Enter "1200.00".

34. Enter the desired information into the Forfeiture (FTA) Date field. Enter "t".
Note: the Original Forfeiture Due Date will be auto completed when a date is
entered.

35. Click the BF80 list.
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Step Action

36. Click the Y list item.
Note: The Extension Due Date will be auto completed when "Y" is selected.
37. Enter the desired information into the Date Extension Granted field. Enter
"03122012".
38. Enter the desired information into the Judgement Date field. Enter "04012013".
39. Enter the desired information into the Judgement Number field. Enter "JDG11".
40. Enter the desired information into the Satisfaction Date field. Enter "05152013".
41, Click the Satisfaction Code list.
42. Click the BFDA - Discharged list item.
|BFDA - Discharged |
43, Enter the desired information into the Interest Amount field. Enter "25.00".
44, Enter the desired information into the Remission Request Date field. Enter
"03152013".
45, Click the Remission Status list.
46, Click the Denied list item.
Denied
47, Enter the desired information into the Date Remission Processed field. Enter
"06252013".
48, Click the Header - Info 1 tab.
| Header - Info 1 |
49, Click the Save button.
50. You have successfully completed the Creating an Invoice with a Status of Hold
topic.

You have learned how to:
- create an invoice with a hold status
End of Procedure.

6.3 Processing a Partial Payment

This topic walks through the steps to record a partial payment, which is performed by adding a
new line on the invoice.

After completing this topic, you will be able to:
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save an invoice with the addition of a new line to record a partial payment.

In this topic, you will learn how to process a partial payment.

Step Action

1. Begin by navigating to the Standard Billing page.
Click the Main Menu button.

2. Click the up and down arrows to Menu sort button.
[=1]

3. Click the Billing menu.
| 3 Biling v

4, Click the Maintain Bills menu.
[ 3 Maintzin Bils v]

5. Click the Standard Billing menu.
| [ standard Biling |

ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites - Main Menu > Biling > Mantan Bds > Standard Bilng

{70 New Window 5, hiip
Bill Entry

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

.‘ Find 2n Exsting Va .-" Add a New Value

- searchCritera
Business Unit: = - ’70\

Invoice: beginswith ~[ @

Bill Status: = - -
Customer: begins with ~ ’70\
Contract: beginswith ~[

Bills in Business Unit: = + e
Template Invoice FAag: = - -

[T case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

6. The Bill Entry search page displays.

Enter your Business Unit in the Business Unit field. For this example, enter
"JuD52."

7. Click the Search button.

8. Select the invoice you created. For this example, click Invoice 1000000050.
1000000050

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Biling > Maintan Bis > Standard Biling

Header - Info 1 Line - Info 1

FNew Window [ Personalize Page B, hitp

unit: JUDs2  Invoice: 1000000050 Pretax Amt: 150000 USD
Status: [MD 1@ invoice Date: 05202013 ) cyele: pary e
“Type: P A source: ues @ *Frequency: once B E
“Customer: [1000000005 @ suncustr: SubCust2:
Michelle Gunter
“Invoice Form: ALPUB A From Date: E  ToDate: B
Accounting Date: joz1e013E  pay Terms: [NETo @ payMethod: Check -
Remit To: [BoA @& Bank Account: e e
Sales: [DEFAULT & gt inquiry Phone: [ e
Credit: [PEFALT & coliector: [EEZTS S
Biller: [DEFAULT 1@ Billing Authority: [peraLT o
Goto Header Info 2 Address Copy Address
Notes Express Entry [ Page Series |
Summary Bill Search Line Search Navigation: Header -Info 1 v | Prey Mext
B save | & RetuntoSearch 1[F Feviousinlel | 4E Mextinlist| |[E] Motfy |7 Refresh E+ Add Updale/Display

Header - Info 1| Line - Info 1

javascriptsubmithction_wind{document.wing, BL_PB_WRK_BL CUST_SRC... |

Step Action

9. The Standard Billing - Header - Info 1 page displays.

Click the Line - Info 1 tab.

Line - Info 1
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Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Biing > Mantan Bls > Standard Bilng
FNew Window [ Personalize Page B, hitp
Header - info 1 m
unit: Jups2 Bill To: 1000000005 Pretax Amt: 150000 USD (=
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Lme Find | view Al First Kl 10f 1 1 (ast
Identifier Look Up Date: 0512012013 [¢] =
Seq: 1 Line: Net Extended: 1,500.00
Table: D | gentifier: 021613 TEST U pescription: Charge Code for INT test
Quantity: 1.0000 From Date: (1
Unit of Measure: EA Q To Date: E
Unit Price: 1,500.0000 Line Type: REV Q  [¥Accumulate
Gross Extended: 1.500.00 Tax Code: @ [[7ax Exempt
Exempt Cert: Q
Less Discount: . empt
Plus Surcharge: 000
Net Extended: 1,500.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,500.00
Goto Line Info 2 Tax Accounting Dis count/Surcharge
Notes Express Eniry  Page Series |
Summary Bill Search Line Search Navigation: Line -Info 1 v [Prev  Ned
B save | [ Retumtosearcn | (15 Freviousin it | [sEl Nextintist| [ Notty.| [ Refresh e FYP—
Header - info 1 | Line - Info 1

Step

Action

10.

The Line - Info 1 page displays.

Click the Add a new row at row 1 button.

11.

Enter the date of the partial payment in the Identifier field. For this example, enter

"06/20/13."

12.

Enter the amount of the partial payment as a negative humber in the Gross
Extended field. For this example, enter "-700."

13.

Enter a description to signify the partial payment in the Description field. For this
example, enter "Partial Payment."”

14.

Click the Notes link.
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ORACLE

Favorites = Main Menu > Biling > Maintain Bls > Standard Biling

Header-Info1 ' Line - info 1 m

&0 New Window [ Personalize Page 1B hitp

Unit: Jupsz Bill To: 1000000005 Pretax Amt: 80000 usD
Invoice: 1000000050 Michelle Gunter MaxRows: | 5
Bill Line Find | View Al Frst K 2012 7 Last
Seq: 2 Line: 2 Net Extended: 700,00
Identifier: 021643 TEST Description: Charge Code for INT test
[ standard Note Flag Std Note: Q =

[Clinternal Only Fag

Note Type: Q

Note Text:

Goto Line Info 2 Tax Accounting Discount/Surcharge
Noles Express Enfry
Summary Bill Search Line Search Navigation: Line - Note

) save | & RetumtoSearcn | 15 Fevous st | (VB Mextintist | =] Moty | [ Refresn

Header - Info 1| Line - Info 1 | Line - Note

General Enterprise And Resource Support

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

&
=

h Prev.

[Er Add Update/Dispiay

Step Action

15. The Line - Note tab displays.

example, enter 6/20/2013.

Enter any notes associated with the second bill line in the Note Text field. For this

16. Click the Save button.

17. Click the Header - Info 1 tab.
|ﬂeader— Info 1 |

18. Click the Pro Forma button.
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ORACLE PRO FORMA
Invoice No: 1000000050
Invoice Date: 5/20/113
Page: 1of 1
Please Remit To: Customer Number: 1000000005
Bank of America Payment Terms: Net 80
United States
Due Date: 8/18M13
Bill To: AMOUNT DUE: 800 USD
Michelle Gunter
123 Anystreet
Annapolis MD 21401
United States
Amount Remitted
For billing questions, please call
[[Line Identifier Description Quantity UOM Unit Amt NetAS’E%
1 021613 TEST Charge Code for INT test 100 EA 1,500.00 1,500.00
2 021613 TEST Charge Code for INT test 100 EA -700.00 -700.00
Subtotal: T BO0OO0
Amount Due: 800.00
Step Action
19. The Pro Forma statement displays in a new window.
Review and then print the invoice if needed.
20. You have successfully completed the Process Partial Payment topic.
You have learned to:
- process a partial payment
End of Procedure.

6.4 Processing a Full Payment

This topic walks through the steps to record a payment for the full remaining amount, which is
performed by adding a new line to the invoice. The last step is to update the invoice with a Status
of Canceled to preserve history and prevent processing, since it was entered for tracking purposes
only.

After completing this topic, you will be able to:

e save an invoice with a new line to record full payment with an outstanding amount of $0,
and has a Status of Canceled.

Procedure

In this topic, you will learn to process a full payment.

Page 227



Training Guide O

AR230 — Managing Customer Billing, (GEARS
Receivables and Customer Payments — Q General Enterprise And Resource Support
District Court

Step Action

1. Begin by navigating to the Standard Billing page.

Click the Main Menu button.

2. Click the up and down arrows to Menu sort button.
[=]

3. Click the Billing menu.
| 3 Biling 3

4, Click the Maintain Bills menu.
[ 3 Maintzin Bills v]

5. Click the Standard Billing menu.

| [ standard Biling |

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites - Main Menu > Biling > Mantan Bds > Standard Bilng

{70 New Window 5, hiip
Bill Entry

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

[ rinden detna vae JTELTTAAT

Business Unit: = - | Q
Invoice: begins with v Q

Bill Status: = hd A
Customer: begins with ~ Q
Contract: begins with v

Bills in Business Unit: = = Q
Template Invoice Aag: = - -

[T case Sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Entry search page displays.

Enter your Business Unit in the Business Unit field. For this example, enter
"JuD52."
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Step Action

7. Click the Search button.

8. Select the invoice you created. For this example, enter Invoice 1000000050.
1000000050

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Biing > Mantan Bls > Standard Bilng
FNew Window [ Personalize Page B, hitp

Header- Info 1 [@A TR ]

unit: JUDS2  Invoice: 1000000050 Pretax Amt: 80000 USD ©

Status: HLD @ Invoice Date: 051202013 E  cycle n: DALY Q
“Type: D Q  source: ucs @, *Frequency: Onee B E
“Customer: 1000000005 Q. subcusti: SubCust2:

Michelle Gunter
“Invoice Form: ALPUB A From Date: E  ToDate: B

Accounting Date: 02/1972013 E  payTerms: NETa0 Q. payMethod: Check -
Remit To: BOA @ Bank Account: MAIN Q

Sales: DEFAULT @ Bill Inquiry Phone: Q

Credit: DEFAULT A collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Header Info 2 Agaress Copy Agdress
Nokes Exptess Eary
Summary Bill Search Line Search Navigation: Header - info 1 v [Py Ned

B save | & RetumntoSearch | 1[F Feviousinlel | 4E Mestinlist| |[5] Motfy |7 Refresh E+ Add Updale/Display
Header - Info 1 | Line - Info 1
< . v

Step Action

9. The Standard Billing - Header - Info 1 page displays.

Click the Line - Info 1 tab.

Line - Info 1
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Biing > Mantan Bls > Standard Bilng
FNew Window [ Personalize Page B, hitp

Header - info 1 m

unit: Jups2 Bill To: 1000000005 Pretax Amt: 50000 USD (=

Invoice: 1000000050 Michelle Gunter Max Rows: 5

Bill Line Find | view A1 Frst L 102 O Last

Identifier Look Up Date: 0512012013 [¢] =

Seq: 1 Line: Net Extended: 1,500.00

Table: D | gentifier: 021613 TEST U pescription: Charge Code for INT test

Quantity: 1.0000 From Date: (1

Unit of Measure: EA Q To Date: E

Unit Price: 1,500.0000 Line Type: REV Q  [#Accumulate

Gross Extended: 1.500.00 Tax Code: Q[ 7ax Exempt

Exempt Cert: Q

Less Discount: . empt

Plus Surcharge: 000

Net Extended: 1,500.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 1,500.00

Goto Line Info 2 Tax Accounting Dis count/Surcharge
Notes Express Eniry  Page Series |
Summary Bill Search Line Search Navigation: Line -Info 1 v [Prev  Ned

B save | [ Retumtosearch| (15 Areviosiniet| (VB Nextmnust| [ Notry.| [e Retresn v Add FYP—
Header - info 1 | Line - Info 1

javasc tion_wind{dac SIC ;)

10.

The Line - Info 1 tab displays.

Click the Add a new row at row 1 button.

11.

Enter a description for the full payment in the Description field. For this example,
enter "Full Payment.”

12.

Enter the date of the full payment in the Identifier field. For this example, enter
"021613 TEST™".

13.

Enter the amount remaining on the invoice in the Gross Extended field. For this
example, enter "-800."

14.

Click the Notes link.
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites - Main Menu > Biling > Mantan Bis > Standard Biling
& New Window ersonalize Page &) hitp
] New Window [ P lize Page B hi
Header-Info1 ' Line - info 1 m
Unit: Jupsz Bill To: 1000000005 Pretax Amt: 000 UsSD
Invoice: 1000000050 Michelle Gunter Max Rows: 5
Bill Line. Find | View Al Frst K 2013 O Last
Seq: 4 Line: Net Extended: -800.00
Identifier: 021613 TEST Description: Charge Code for INT test
Bill Line Note. Find | viewr A1 First Kl 1071 I Last
[T standard Note Flag Std Note: Q FE=E
[Clinternal Only Alag Note Type: Q
Note Text:
Goto Line Info 2 Tax Accounting Discount/Surcharge
HNotes Eapress Eny
Summary Bill Search Line Search Navigation: Line - Note v |Prev  Ned
B save | & RetuntoSearch | (1] Frevious st | (4B Nextinist | [Z] wotity | [ Retresh B Add Update/Display
Header - Info 1 | Line - Info 1 | Line - Note

Step

Action

15.

The Line - Note tab displays.

Enter notes associated with line 3 in the Note Text field. For this example, enter
"7/20/13".

16.

Click the_ Save button.
& Save

17.

Click the Header - Info 1 tab.
|ﬂeader— Info 1 |

18.

Click the Look up Status button.

2]

19.

Click the Canceled link.

20.

Click the Save button.

& Save

21.

You have successfully completed the Process Full Payment topic.

You have learned to:
- process full payment
End of Procedure.
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6.5 Creating a New Bill via Copy a Single Bill

Situations may occur when you need to enter a bill that is very similar to an existing bill. You can
choose to copy the existing bill and update this bill as necessary. Copying bills can save data
entry time and minimize the potential for errors.

You can copy any bill regardless of its status. When you copy a bill, all bill information including
discounts, surcharges, notes, and accounting distribution is copied from the original bill. The only
information that does not copy from the original bill is the bill status, the invoice date, and the
invoice number.
When you copy a bill, the new bill is created with a status of New and no invoice date. The
current system date is specified as the date on which the bill was created. After a bill has been
copied, you can edit any field.
In this topic, you will copy an existing bill and modify it.
After completing this topic, you will be familiar with:

o the copying a single bill process

Procedure

In this topic, you will create a new bill by copying an existing bill.

Step Action

1. Navigate to the Copy Single Bill page.
Click the Main Menu button.
Main Menu

2. Click the Menu Sort button.
=1

Click the Billing menu.

Click the Maintain Bills menu.

Click the Copy Single Bill menu.
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Favortes = Main Menu > Biing > Maintan Bls > Copy Single Bil
- - - -

Training Guide
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Enter any information you have and click Search. Leave fields blank for a list of all values.

District Court

Home | Worklist | MultiChannel Console |  Sign out

I New Window 7 Help B hip

Business Unit: = ~

[ case Sensitive

I Q
Invoice: begins with ~ Q

Bill Status: =
Customer: beginswith ~| Q@
Contract: begins with ~ ,7

Main Content

Search Clear |Basic Search [ Save Search Criteria
Step Action

6. The Copy Single Bill search page displays.

Enter the desired information into the Business Unit field. Enter "Jud52".
7. Click the Search button.

Search

8. Select the Invoice you would like to copy from.

Click the Hold link.

Hold
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Home | Worklist | MuliChannel Console |  Sign out

Favortes Main Menu > Biing > Maintan Bls > Copy Single Bil
- - - -

@ No Bill Action “Copy Bill: [EXT

© Copy Bill

&) save | [\ RetumtoSearch =+ PreviousinList | +E Mextinlist |[Z] Notify

@Nemedcw ? Help MPersunahzePage E.http

Copy Single Bill

Unit: JuDs2 Bill To: 1000000001 Davy Jones

Invoice: 0000015478 Pretax Amt: 1,600.00 usb
Select Bill Action Copy Results

Step Action

9. The Copy Single Bill page displays.

Click the Copy Bill option.

© Copy Bill

10. Click the Save button.
E Save
11. Note: A new invoice number is created at this time and a new link is available to

navigate to the new bill.

Click the Go To Bill Header - Gen. Info link.
|Go To Bill Header - Gen. Infol

Page 234



oo

GEARS

General Enterprise And Resource Support

ORACLE

Favortes = Main Menu > Biling > Maintan Blls > Standard Biling
- - - v

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Home | Worklist | MuliChannel Console |  Sign out

B New Window 7 Help [ Personalize Page B hitp

Header - Info 1 | Line - Info 1

Unit: JuD52 Invoice: 0000015479
Status: NEW Q Invoice Date:
*Type: BND Q Source:
*Customer: ’W Q SubCust1:
Dawy Jones
*Invoice Form: BONDFORFTR A From Date:
Accounting Date: & Pay Terms:
Remit To: BOA Q Bank Account:
Sales: DEFAULT @ Bill Inquiry Phone:
Credit: DEFAULT Q Collector:
Biller: DEFAULT @ Billing Authority:
Go to: Header Info 2 Address
Notes Express Entry
Summary Bill Search Line Search
[E save £\ RetumtoSearch [S] Notify I Refresh

e
Pretax Amt: 1,500.00 USD ==
[ H cyelem: DALY
ONLINE @ “Frequency: Once
SubCust2:
F o Date:
IMMED A pay Method: Checl
52 Q
Q
DEFAULT Q
DEFAULT Q
Copy Address
AOQC Revenue Bond Forfeiture
Header - Info 1 -

Navigation:

Step

Action

12.

The Header - Info 1 page displays.

Enter the desired information into the Invoice Date field. Enter "t".

13.

Enter the desired information into the Accounting Date field. Enter "t".

14.

Click the Refresh button.
s Refresh

15.

Click the Line - Info 1 tab.
Line - Info 1
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File Edit View Favorites Tools Help

5% 2] Maryland Judiciary &% MetaTrack [7] GEARS. - Home 2 RequestRefund ltem [=] Suggested Sites v 2 Web Slice Gallery

Home | Worklist | MultiChannel Console |  Sign out

Favorites Main Menu > Biing > Maintain Bils > Standard Biling
- - - -
Unit: Jubs2 Bill To: 1000000001 Pretax Amt: 600.00 USD &l
Invoice: 0000015479 Davy Jones =2 Max Rows: 5 3 1=
Bill Line
Identifier Look Up Date: 06/29/2013 [+
Seq: 1 Line: \:I Net Extended: 60000
Table: A \dentifier Q Description: Full Bond amor
Quantity: 1.0000 From Date: Eﬂ 3
Unit of Measure: Q To Date: £
Unit Price: 600.0000 Line Type: REV Q Accumulate
Gross Extended: 600.00 Tax Code: Q Tax Exempt
B Exempt Cert: ‘ Q
Less Discount: 0.00
Plus Surcharge: 0.00 I
Net Extended: 600.00
VAT Amount: 0.00
Tax Amount: 0.00

Step

Action

16.

The Line - Info 1 tab displays.

Enter the amount for the new invoice in the Gross Extended field. Enter "-600"
600.00

_—

2 {2 Standard Billing
File Edit View Favorites Tools Help
5 &) Maryland Judiciary ¢ MetaTrack [ GEARS. - Home & Request Refund tem [Z] Suggested Sites » &) Web Slice Gallery
Home | Worklist | MultiChannel Console |  Sign out
Favorites = Main Menu > Bilng > MantanBils > Standard Biling
@Newwmnw ? Help MPersnnahze Page ,F,%, http

Header - Info 1 Line - Info 1

Unit: JuDs2 Invoice: 0000015479 Pretax Amt: 600.00 USD *-

Status: WO\ Invoice Date: 06/29/2013 ] Cycle ID: (DAY
“Type: BND QA source: ONLINE Q  “Frequency: On
“Customer: 1000000001 Q  subcustt: : SubCust2: E

Davy Jones E
“Invoice Form: BONDFORFTR @ From Date: By To Date: ’:

Accounting Date: 06/29/2013 B Pay Terms: IMMED Q Pay Method: Ch

Remit To: BOA & Bank Account: 52 Q

Sales: DEFAULT Q Bill Inquiry Phone: Q

Credit: DEFAULT QU collector: DEFAULT Q

Biller: DEFAULT A Billing Authority: DEFAULT Q
Go to: Header Info 2 Address Copy Address L
Notes Express Entry AOC Revenue Bond Forfeiture
Summary Bill Search Line Search Navigation: Header - Info 1

Page 236



Training Guide

O . -
Q@ GEARS AR230 — Managing Customer Billing,
General Enterprise And Resource Support Receivables and Customer Payments —

District Court

Step

Action

17.

Click the Bond Forfeiture link.
[Bond Forfeiturd

File Edit View Favorites Tools Help
95 £ Maryland Judiciary ¢ MetaTrack [7] GEARS. - Home £ RequestRefundtem [=) Suggested Sites v & Web Slice Gallery

Home | Worklist | MultiChannel Console |  Sign out

Favorites ~ Main Menu > Bilng > MantanBils > Standard Biling

@New Window 7 Help MF‘ersnnahzeF‘age H“,%, http *

Header - Info 1 Header - Bond Forfeiture Line - Info 1
Unit: JuDs2 Bill To: 1000000001 Pretax Amt: 600.00 USD .=
Invoice: 0000015479 Davy Jones
Bond Forfeiture Info
Case #/ Citation#  |CASEHH ADDITIONAL BONDS EXIST FOR THIS CASE
Surety D: 1000000002 Q Surety Address: 1a £
Surety Name: Diana Washington Bondsman: [Jim Jones
Bond Type: T Power Number:
Full Bend Amount: Unsatisfied Bond Amount: 500,00
Percentage:
Forfeiture (FTA) Date: £ Original Forfeiture Due Date: B
BF80: N - Date Extension Granted: ] B

Extension Due Date: ]

Judgement Date: £ Judgement Number:
Satisfaction Date: [ Satisfaction Code:
Interest Amount:
Remission
Request Date: [ Remission Status:
Date Remission
< m C

Step

Action

18.

The Header - Bond Forteiture tab displays.

Click the Bond Type list.

19.

Click the Corporate Bond list item.
| Corporate Bond |

20.

Enter the desired information into the Full Bond Amount field. Enter "600.00".

21.

Note: The there is a note at the top of the page "Additional Bonds Exist for this
Case'. This will appear when the same case number and more than 1 Bond
Forfeiture Bill exists. To access the list of Bond Forfeiture bills click the Invoice
Link link.

Invoice Link
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File

_courtsstate.md.us |

o

{}QGEARS

General Enterprise And Resource Support

pac/tsust 2/EMPLO" © + B € X | =uconySingleBillil =istandardiBilin 2 statemd.us

Edit View Favorites Tools Help

5% 2] Maryland Judiciary &% MetaTrack [[] GEARS. - Home 2 Request Refund ltem

Suggested Sites v &) Web Slice Gallery

AOC_INVOICE_LINK_LIST- All related inves on CaseNum

Download results in : Excel SpreadSheet CSV TextFile XMLFie (1 kb)

View Al First [ 1-2.0f2 [ Last
Unit Invoice Bill To Status Inv Amt

1 JuD52 0000015478 1000000001 HLD 1500.000

2 JuD52 0000015479 1000000001 NEW 600.000

w

T A e Mg

e

Step

Action

22.

The results display in a new window.

All invoices regardless of their header status will appear in this query if the same

case number is present.

Once you have downloaded or viewed your results, click the Close Tab button.
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-(g hitp://oraclel.courts.state.md.us:11800/psp/fsua O v & X /2 Standard Billing x

95 £ Maryland Judiciary ¢ MetaTrack [7] GEARS. - Home £ RequestRefundftem [=) Suggested Sites v & Web Slice Gallery

Case #/ Citation#  |CASEHH ADDITIONAL BONDS EXIST FOR THIS CASE
Surety ID: 1000000002 Q Surety Address: 1Q
Surety Name: Bondsman: Jim Jones
Bond Type: Corporate Bond M Power Number:
Full Bond Amount: $600.00 Unsatisfied Bond Amount:
Percentage:
Forfeiture (FTA) Date: £l Original Forfeiture Due Date: il
BF80: N M Date Extension Granted: 1

Extension Due Date: E]
Judgement Date: 5 Judgement Number:
Satisfaction Date: &) Satisfaction Code:
Interest Amount:
Remission -
Request Date: Lit Remission Status:

Date Remission -
Processed: L

I

invoice Link (View all of the related invoices for the Case# on this invoice)

Goto Header Info 2 Address Copy Address
Notes Express Entry AQC Revenue Bond Forfeiture
Summary Bill Search Line Search Navigation: Header - Bond Forfeiture Info
[ sae {4 RetumtoSearch [=] Notify | s Refresh E

Header - Info 1 | Header - Bond Forfeiture | Line - Info 1
<[ i 0

Step Action

23. Click the Save button.
5) Save
24, Change the Status from New to Hold using the lookup icon.

Click the HLD link.

25. Click the Save button.
5} Save

26. You have successfully completed the Creating a New Bill via Copy a Single Bill
topic.

You have learned how to:
- create a new bill via copying an existing one
End of Procedure.

Lesson 7: Processing Bad Checks (Case Related)

Lesson Overview
This lesson details the processing instructions taken when a Bad Check is received. This process
is written for those courts that are using RCS and the GEARS BUS process.
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The steps in this process will reverse the original bill which was processed through the BUS.
Therefore, the revenue will be reversed, and then you will need setup a new bill for the local
customer and place it on hold to track for tracking purposes.

Lesson Objectives
After completing this lesson, you will be able to:

Locate a bill through the use of Query Viewer
Create a new Local Customer

Credit the original invoice

Create a new invoice for the defendant

7.1 ldentifying the Original Bill
If the original bill or invoice is not known, then the research can be done with a query. If you

have the Case or Receipt Number, there are two queries to identify an invoice via a Case Number
or a Receipt Number. The query will provide you with the associated Invoice Number so you can
credit it. In this topic, you will run the Identify Original Bill process.
After completing this topic, you will be able to:

e Run the required query by entering the Case number or Receipt number

Procedure

In this topic, you will run the Identify Original Bill process.

Step Action

1. Navigate to the Query Viewer page.

Click the Main Menu button.

2. Click the Menu Sort button twice.

[= ]
3. Click the Reporting Tools menu.

| [J Reporting Tools "|
4, Click the Query menu.

| 03 Query '
5. Click the Query Viewer menu.

| | Query Viewer |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Reporting Took > Query > Query Viewer
Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

*Search By [aueryName = begins with

Search Advanced Search

Step Action

6. The Query Viewer page displays.

Enter the desired information into the Search By Required field. Enter
"AOC_BAD_Check".

7. Click the Search button.
Search
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Home |

Favorites = Main Menu > Reporting Took > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

Workiist |  MuliiChannel Console |  Addto Favorites | Sign out

*Search BY [aueryName -

beqgins with AOC_BAD_CHECK
Search . ovanceo Search
Search Results
“Folder View |—All Folders — -

Query Hame Description

Runto Runto Runto
Qumer Eolder HIML Excel XML
AQC_BAD_CHECK Bad Checks by Case# or Ticket Public HTML |Excel XML

itAction

0, QRYRUNSD');

Personaize | Find | View A1 E | #

Addto
Schedule  Fayorites
Schedule Favorite

Step Action

Excel.
HTM

Click the HTML link to view query results online. The data can also be viewed in

AOC_BAD_CHECK - Bad Checks by Case# or Ticket

Case No/Ticket No:
View Resulis

| T'unit [ invoice | customer | AcctgDate | CaseMo. | InvAmt | Invoice Date | ItemID | Unit | DepositID

Payment Amount Payment ID
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Step Action

9. Enter your Case or Ticket number, then click on View Results.

[AOC_BAD_CHECK- Bad Checks by Case# or Ticket

Download results in :  Excel SpreadSheet CSVTextFile XMLFile (1 kb)

View Al First [ 1-1of 1 [ Last

[T umt Invoice I Acctg Date [ Lading [ vame Date |
[+ [oups2 [0oo0000014 [sups2 [0111a2013 [1232456 [ 350.000 | 01/142013 |

liavascript: bSubmi tion, win3, #1C0ryDown...

Step Action

10. WRITE DOWN or record the Invoice Number. You can also download the results
using the options at the top of the page.

11. You have successfully completed the Identifying the Original Bill topic.

You have learned how to:
- run the Identify Original Bill report
End of Procedure.

7.2 Creating a Local Customer
This topic details the process of creating a Local Customer (Defendant).

In this topic, you will use the Customer General Information pages in GEARS to create a new
customer, if one does not already exist.

After completing this topic, you will learn how to:
e Create a new Local Customer

Procedure
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In this topic, you will use the Customer Information - General Information pages in GEARS
to manually create a customer and customer ID.

Step Action

1. Begin by navigating to the Customer Information - General Information page.

Click the Customers link.

2. Click the Customer Information link.
Eustomer Information
3. Click the General Information link.

Eeneral Information

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites | Sign out

Favorites - Main Menu > Customers > Customer Information > General Information
ENew Window B hitp

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Add a New Value

|~ Search Criteria

SetiD: -~ srRE @
Customer ID: begins with ~ ’70\
Name 1: beginswith [
Name 2: beginswith [ |
Telephone: beginswin = |
City: beginswith [
State: beginswith [ |
Postal Code: beginswith ~ |

[[include History [] Correct History  [[] Case Sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

javascrip ction_win0(dor #1CSwitchMode');

®100% -

Step Action

4, The Customer Information - General Information search page displays. Before

you create a new customer, you can check to see if the customer already exists in the
system.

Under the Find an Existing Value tab, select “contains” under the Name 1 dropdown
field. Enter a portion of the customer's name in the field, then click the Search
button.
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Customers > Customer > General

20 New Window . hitp

General Information
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

SetiD: = - SHARE Q

Customer ID: begins with + | Q
Name 1: begins with = |
Name 2: begins with ~ |
Telephone:  begins with + |
City: begins with = |
State: begins with ~ |

Postal Code: begins with = |

[[linclude History [] Correct History  [C] Case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

javascrip itAction_wind(d HCSwi de); H100% ~

Step

Action

If the customer doesn't exist, click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Customers > Customer Information » General Information
ENew Window B hitp

General Information

Find an Existing Value Add aNew Value

SetD: SHARE Q
Customer ID: [NEXT (¢}

Add

Find an Existing Value | Add a New Value

®100% -
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Step Action

6. The General Information - Add New Value search page displays.

Click the Add button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Customers > Customer Information > General Information

FNewWindow ? Help [& Personalize Page [Bihitp =

Bill To Options | Ship To Options | Sold To Options * * Miscellaneous General Info
SetiD: SHARE Customer ID: NEXT General Info Links: ..More -
*Status: Active - Copv From Customer Level: Regular -
*Date Added: 06/07/2013 [ “Since:|06/07/2013 | *Type: User1 -
*Name 1: [ *Short Name:
Name 2: |
Currency Code: Q Rate Type: Q E
D Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[ ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[T sold To Customer [ Corporate Customer
Sold To Selection Corporate Selection
[T Broker Customer Consolidation Customer Consolidation Business Unit:
[T indirect Customer [C] Grants Management Sponsor L4
Federal Attributes
[] Federal Customer Trading Partner Code:[ | Disbursing Office:| |

[T] Appropriation Symbol Not Required for Reimbursable Agreements

Personaize | Find | view ~1 | E1 |

Team Code Default  Description
Q E =

Address Locations Find | view Al First B 10r1 O Last

- Location: 3 [EBil To [C primary [ Broker [primary  F[=]

[Z] ship To [Elprimary [[indirect [C] Primary

Deseription: [ sold To [ Primary [ correspondence Address

Step Action

7. The Customer Information - General Information page displays.

Enter the desired information into the Name 1 field. Enter "Anne Arundel Office
Management".

8. Click the Type list.
|Ln|::all:]ustnmer t]l

9. For this example, we can create a Local Customer. Click the Local Customer list
item.

Local Customer

10. Enter the desired information into the Currency Code field. Enter "USD".

11. Enter the desired information into the Rate Type field. Enter "CRRNT".

12. Click the Bill To Customer option.
||:| Bill To Customer
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Step

Action

13.

Click the Sold To Customer option.
| [C] Sold To Customer

14.

Move the scrollbar downwards.

OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites Main Menu > Customers > Customer > General
"/ Indirect Customer "'} Grants Management Sponsor .
Federal Attributes
[E Federal Customer Trading Partner Code: Disbursing Office:
[l Appropriation Symbol Not Required for Reimbursable Agreements
eams Personaize | Find | viev AT BV | 3 st K g o g O Lot
Team Code Default Description
{ Q B =]
Address Locations Find | View Al First & 4 of 4 T {ast
“Location 1 [CeinTo [F1Primary [0 Broker Cprimary  #[E=
[Z] ship To [C Primary [[lindirect [El primary -
Description: [T sold To [C] Primary [T correspondence Address
[JRFID Enabled VAT Default VAT Senvice Trealment Setup
Address Details Find | View All First B 4 of 4 I [ast
“Effective Date: 121012012 *Status: Active - E=
Tax Code: Language Code: English -
Physical Nature: ¥ Where Performed: v
Alternate Name 1: Alternate Name 2: 4
Country: USA @ United States
Address 1: [
Address 2: [ View Phone Information
Address 3: [
City: [T in City Limit
County: Postal:
State: @ I
GeneralInfo Links:  More - s
#100% ~

Step

Action

15.

Enter the desired information into the Team Code field. Enter "SALES".

16.

Click the Default option.

5

17.

Click the Bill To option in the Address Locations section.
[ Bill To

18.

Click the Sold To option.
[[] Sold To

19.

Click the Primary option.
O Primary

20.

Click the Primary option.
[l Primary

21.

Click the Correspondence Address option.
| W Correspondence Address
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Step Action

22. Enter "customer address on file" into the Address Locations Description field.

23. Enter the customer's address in the Address 1 field, such as "210 Holiday Court."

24, Enter the desired information into the City field. Enter "Annapolis".

25, Enter the desired information into the State field. Enter "MD".

26. Enter the desired information into the Postal field. Enter "21401".

217. Move the scrollbar upwards.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

FNew Window [ Personalize Page [Sihttp |

General (20 ( Bill To Options ) Ship To Options | Sold To Options | Miscellaneous General Info
SetiD: SHARE Customer ID: NEXT ‘General Info Links: ..More -
*Status: Active - Copv From Customer Level: Regular -
*Date Added: 12192012 [ *Since:[1219/2012 |5 *“Type: User 1 -
*Name 1: [Anne Arundel Office Management =Short Name: [AnnArundON
Name 2: | E
Currency Code: usD  |Q Rate Type: CRRNT Q
Bill To Customer [¥I correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer [¥] Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer [¥ Corporate Customer
Sold To Selection Corporate Selection
] Broker Customer [T consotidation Customer Consolidation Business Unit: | I
[indirect Customer [T] Grants Management Sponsor
Federal Attributes
[] Federal Customer Trading Partner Code: Disbursing Office:| |

[T] Appropriation Symbol Not Required for Reimbursable Agreements

S
Personaiize | Fin | viev <1 | B |

Team Code Default Description
[oubez @ Anne Arundel County CC =
+Location: 1 [ Bill To [ Primary [7 Broker [primary  F[=]
T — [Z] Ship To [Clprimary Emdlrecl [C] Primary L
javascript: submitAction_winD{document.wind, #ICPanel3'); ®100% ~

Step Action

28. Click the Bill To Options tab.
| Bill To Options |
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information
FNew Window [ Personalize Page [Ehttp *|
General Info ClRERe I LUERS * Ship To Options Sold Te Options | Miscellaneous General Info
SetiD: SHARE  Customer ID: NEXT Anne Arundel Office Management
Customer Bill To Options Find | View All First K 4 of4 I {ast
“Effective Date: 1211972012 |[5 ~Status: Active - =
Currency Code: usp Rate Type: CRRNT
Responsibilities: H
Credit Analyst: Q Collector: Q
AR Specialist: aQ Bill Inquiry Phone: Q
Billing Specialist: Q Billing Authority: Q
Billing Options. Billing Consolidation Data
Direct Invoicing Consolidation Key:
Federal Highway File
o amway setiD: a i
[C] Prompt for Billing Currency
| CustomerID: Q
“Freight Bill Type: Shipping -
Bill Type: [ a Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: Q
Invoice Form: a Start Date: o]
Bill By Identifier: Q End Date: £l
AR Distribution Code: Q e ——
[C] Purchase Order Required
Hold Humber of Days: [[] Disable Prices on Receipt
InterUnit Billing Immediate Payment Options
[Clinterunit Customer [Cimmediate Payment Required
GL Business Unit: Q Deposit Percent:
javascript: submitAction_wind(decument.wind, 'SICPanel3’); #100% ~

Step Action

29.

The Bill To Options page displays.

Enter the desired information into the Credit Analyst field. Enter "DEFAULT".

30.

Enter the desired information into the Collector field. Enter "DEFAULT".

31.

Click the Miscellaneous General Info tab.
Miscellaneous General Info
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ORACLE

Favorites = Main Menu > Customers > Customer Information > General Information

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

0 NewWindow [ Personalize Page 1B hitp

GeneralInfo |~ Bill To Options |~ Ship To Options: Sold To Options

Miscellaneous General Info |
SetiD: SHARE  Customer ID: 100000000 Anne Arundel Office Management

“Name 1: [anne Arundel Office Management

Name 2: [

Name 3: [

Tax ID: [

Vendor SetiD: [ Vendorl:l '@ vendorInformation
Workflow User: [ Qa

Customer Web Site: Ga To Website URL

Stock Symbot: Go To Stock Svmbal

[C] SubCustomer

SubCustomer 1: SubCustomer 2:

Date Last Maintained: 12/19/2012 Last Maintained By Operator ID: wayne wright

General Info General Info Links: __More -

Return to Customer Information

B save Notity | | s Refresh | v Add UpdatelDispiay | | /) Inciude History | | (3 Correct History |
General Info | Bill To Options | Ship To Options | Sold Te Options | General Info

®100% -

Step Action

32. The Miscellaneous General Info page displays. Review the Miscellaneous General
Information page.

Note that there is now an ID associated with the Customer that you created.

33. You have successfully completed the Creating an Escrow and Surety Customer
topic.

You have learned to:
- manually create an Escrow or Surety customer

End of Procedure.

7.3 Crediting and Rebilling the Original Invoice

The next step in the process is to credit the bad check customer's original invoice, for the purpose
of reversing the revenue that was recorded. GEARS has a 2-in-1 process called Credit and Rebill.
A Credit Invoice is created to reverse the original invoice. A Rebill Invoice with a Status of New
is also created to re-invoice the customer (we will add the Bad Check Fee to the Rebill Invoice in
the next script). In this topic, you will credit and rebill an invoice.

After completing this topic, you will be able to:

o Create a Credit Invoice for the exact amount, customer, and charges.

Procedure

In this topic, you will credit and rebill an invoice.
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Step

Action

Navigate to the Adjust Entire Bill page.

Click the Main Menu button.

Click the Billing menu.
| 3 Biling ]

Click the Maintain Bills menu.
[ 2 Maintain Bils ]

Click the Adjust Entire Bill menu.
| £ Adjust Entire Bil |

/& Adjust Entire Bill - Windows Internet Explorer

@i—jv J@ htip:ijoracie14.cour s state.md.us: 13080/psp/fetst/EvpLOTEE /R O & |49 X & Adjust Entire Bil x Tor Sg sl
A

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > Biling > Maintain Bils > Adjust Entire Bil

B new window & ntp
Adjust Entire Bill

Enter any infermation you have and click Search. Leave fields blank for a list of all values

|~ Search Criteria

Business Unit:[= = a

Invoice: begins with =] |
customer: [ begins with =] | Q
Contract: begins with =] |

I™ Case Sensitive

[Main Content]

Search Clear | Basic Search Save Search Criteria

[7start

= -0 E R® ) Eee

Step

Action

The Adjust Entire Bill search page displays.

Enter your Business Unit (Batch Agency) in the Business Unit field. In this
example, enter "JUD52",

Enter the Invoice number from the query identified in the previous step, then click
the Search button.
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5 Adjust Entire Bill - Windows Internet Explorer

q\:? % [@ http:/joracke 14.courts.state.md us: 13060 psp fststfevpLoveER OS] (4[| & AdustEntre il

<| | Al

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu » Biling > Maintain Bils » Adjust Entire Bill

FNew Window [ Personalize Page B hitp
Adjust Entire Bill

Unit: Jups2 Bill To:

Jups2 Anne Arundel County District Court
Invoice: 0000000003 Invoice Amt: 10,000.00 usD

& No Bill Action “Credit Bill: .

: E::::: ;";;;ﬁ'" Rebill Bill: NEXT Header Infa 1

Adjustment Reason: Q

Ve - urn to i 1l revious in List extin Lisf i rest
B sa £\ Return to Search | |4/ Pre List | |[+E fextinList | =] Nofify | | s Refresh

[ 7start

= o @e = [ o

Step Action

7. The Adjust Entire Bill page displays.

Click the Credit & Rebill option.
" Credit & Rebill

Enter the desired information into the Adjustment Reason field. Enter
"BADCHECK".

9. Click the_ Save button.
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IRACLS

Favortes = Main Menu > Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

Invoice: 0000000003 Invoice Amt:

soffstst/EMPLOYEE/EL O E ||| X 2 AdjustEntire 5l

Unit: Jupsz Bill To: Jubs2
10,000.00

x|

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

) New Window & Personalize Page

Saved ‘

Anne Arundel County District Court
usD

© Mo Bill Action
€ Credit Entire Bill
€ Credit & Rebill

*Credit Bill:
Rebill Bill:

BADCHECK Q

Adjustment Reason:

0000000017
0000000018

Iz save| (A RetuntoSearch | |+ Previousinlist | textinList| [Z] Nefity | 4 Refresh

Header Info 1

Header Info 1

You have learned how to:

End of Procedure.

- credit and rebill an invoice

e o O 2[C] 5| o e
Step Action
10. Please make note of the Credit Bill and the Rebill Bill Invoice Numbers. Also note
the two Header Info hyperlinks that now appear alongside the Invoice Numbers.
11. To access the Credit Bill Header, click on Header Info 1 link.
Header Info 1
12. The Billing General page displays in a new Internet Explorer tab at the top of the
page.
Review the information.
Click the Save button.
El save
13. You have successfully completed the Credit and Rebill Original Invoice topic.

7.4 Updating the Rebill Invoice

This topic shows you how to make a series of updates to the Bad Check Fee Rebill Invoice,

which was created in the previous topic:

1. Using the Bad Check Charge Code, we will create a new row for the Bad Check Fee.
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2.

i

We will place the Bill in a Status of "Hold." Since the Bill is in a Status of "Hold," it will
not be interfaced to Accounts Receivable. When legitimate payment is eventually
received in full, we will cancel this invoice (this is covered in the previous topic). If a
partial payment is received, we will drawdown the open balance of this invoice to process
the partial payment.

We will update the Invoice Type, which updates the Invoice Form to Bad Check, so an
invoice prints out in the correct format. The system allows us to do this, because at this
point in the process, the Invoice has a Status of "New."

We will change the Customer ID from your local court number to the Customer ID we
just setup a few steps back in this process.

We will add a new Bad Check Fee/charge to be included in the total invoice amount.
We will print the ProForma Invoice so it can be mailed to the local customer.

After completing this topic, you will be able to:

Rebill an invoice

Procedure

In this topic, you will update the rebill invoice.

Step Action

1. Begin by navigating back to the Adjust Entire Bill page.
Click the Main Menu button.

2. Click the Menu sort button.
=]

3. Click the Billing menu.
| 23 Biling v

4. Click the Maintain Bills menu.
| £ Maintain Bils ]

5. Click the Adjust Entire Bill menu.

| ] Adjust Entire Bil |
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/& standard Billing - Windows Internet Explorer

_[=2]x]
G—::: % [@ o/ Joraci 14, courts state.md.us: 3080 psp/fststEMPLOYEEE O[] | #4[ X | /2 standard Biling x Aok L

Fle Edit View Favorites Tooks Help

53 ©]RequestRefund tem | Suggested Sites
OlRA

Home | Workist | MuliChannel Console |  Addto Favories |  Sign out
Favorites ~ Main Menu » Bilng > Maintan Bils » Standard Biling

& New Window &, hitp
Bill Entry

Enter any information you have and click Search. Leave fields blankfor a list of all values.

.’ Find an Existing Va w»- Add a New Value
- Search Criteria

Business Unit: ,E ’70\

Invoice: begins with [=] | [sY

Bill Status: = =T =1
Customer: veains with =] | Q
Contract: begins with [=] |

gills in Business Unit: [= =] T
Template Invoice Flag:|= = =l

I™ case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

[7start

= el )

e A

Step

Action

The Bill Entry search page displays.

Click the Look up Business Unit button to select your Business Unit.

determine which Business Units you have access to.

=

Your primary Business Unit should default in, however if you have access to
additional Business Units there and there is a need to search for a transaction in
another Business Unit, this is where you make that selection. Security permissions
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(CTIRIS o er o s ooz DI ) ) @ om0 [

5 )

Look Up Business Unit

Business Unit:[begins with =] |

|/ LookUp || Clear || Cancel |gzeic Lostun

Search Results
ew 100 First [q] 1-4of4 [3] Last

javascript:doUpdateParent(document. wind, #ICRow.

o] 2 iﬂl

%I GEARS

General Enterprise And Resource Support

Step Action
7. The Look Up Business Unit window displays.
Select your Business Unit (Batch Agency).
8. Click the Search button.
9. Select the Rebill Invoice you created in the previous topic.
10. Click the Look up Status button.
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(CTIRIS o i s s s D31 ) ) @ e [

5 € b

Canceled
Finalized
Bill

Hold Bill

Invoiced
Bill

New Bill

Pendina
TE

‘emporary
Bill

‘emporary
Ready Bill

Step Action

Click the Hold Bill link.
I

11.

Hold Bi

£ Standard Billing - Windows Internet Explorer

OTORIE o s s s romopieiorer D31 )1 [ smatoms o )

= 2 (s}
ORACLE

ist | MuliChannel Console | AddtoFavorites |  Sign out

Favorites - Main Menu > Bilng > Maintain Bils > Standard Biing
FNewWindow [ Personalize Page B} hitp

Header-Info 1 J@ECS R I]

Unit: JUDS2  Invoice: 0000000018 Pretax Amt: 10,010.00 USD

Status: NEW '@ invoice Date: 01152013 B cyctein: DALY Q

“Type: B A sounee: bes la errequency: =
~Customer: 1000000001 @ subcustt: SubCust2:

Anne Arundel Office Management

“Invoice Form: NO_PRINT A From Date: [ B topate [ =

Accounting Date: 0111572013 B payTerms: IMMED 2 pay Method: E|
Remit To: oA 1@ BankAccount an e

sales: 102001 QU Bill Inquiry Phone: e

Credit DEFAULT A Collector: DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q

Goto: Header Info 2 Address Goov Address

Notes Express Entrv Page Series

summary Bill Search Line Search Header - Info 1 i Prev Next

B save| O | 13 | 4B Nextin Uit | 4 Refresh. (5 Updateispi

A A |
Header-Info 1 | Line - Info 1
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Step Action

12. The Standard Billing - Header - Info 1 page displays.

Enter "t" in the Invoice Date field for today's date.

13. Enter "t" in the Accounting Date field for today's date.

14. Click the Look up Invoice Type button.

Look Up Type

SefiD: SHARE
Bill Type Identifier: begins with - |

LookUp || Clear || Cancel |gasic Lookup

First [q] 117 of 17 [ Lasf

n
Emplovee Advances

Bad Checks

Bond Forfeiture

Data Conversion

Criminal Case

Civil Case

Deferred Payment

Escrow

Expenditure Credit

Grants Manzgement

Licenses

Land Records

Local Revenue Disbursements
(Other

Revenue Refund

Traffic

Transcript

Step Action

15. The Look Up Type window displays.
Click the BAD link.

16. Click the OK button.

17. Enter or search for the new local customer you previously created.
|1000000001 |

18. Click the Save button.

i
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Step

Action

19.

Click the Notes link to add header level notes. The notes link on the Header tab will
enter header-level notes. This is the suggested repository for all bill notes so they are

kept in a centralized place. Typically notes are entered here if they apply to the
whole bill, not just an individual line.

20.

Click the Line - Info 1 tab.

Line - Infa 1

/& standard Billing - Windows Internet Explorer

MEE
@: = | @ ntp:joradke 14.courts. state.md.us: 13080 pspststevpLoveeie O Bl | o< Sl Sendaraiaing x {0} g ted
Fle Edt View Favorits Tooks Help
9% £ RequestRefund Ttem = Suggested Sites +
ORA
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites  Main Menu > Biling > Maintain Bils > Standard Biling

& New Window [& Personalize Page 1 hitp &

[ECEECRTRN] Line -Info 1 ]

Unit: Jups2 Bill To: 1000000001 Pretax Amt: 10,000.00 USD feH
Invoice: 0000000018 Anne Arundel Office Max Rows: 5
Management
Bill Line Find | View 1 First Kl 1.0f 1 & Last
Identifier Look Up Date: 0172212013 5] HE
Seq: 3 Line: Net Extended: 10,000.00
Table: D & igentifier: RCS100 Q. pescription: [Test Vending
Quantity: 1.0000 From Date: [
Unit of Measure: EA Q To Date: =
Unit Price: 10,000.0000 Line Type: REV Q[ Accumulate
Gross Extended: 10,000.00 Tax Code: QT Tax Exempt
Exempt Cert: Q
Less Discount: 0.00 o
Plus Surcharge: 0.00
Het Extended: 10,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: 10,000.00
Goto: Line Info 2 Tax Accounting D
Motes Express Enfry [ Page Series | =
e N A () = (| = o L3LPM
Oserf =) 2 O] ‘@| 'Ql -[| e A S

Step

Action

21.

The Line - Info 1 page displays.

Notice the line item(s) from the Credit Bill automatically carry forth onto the Rebill.
Provided they still apply, they should not be changed.

Next, we are going to add a line item for the Bad Check Fee.

22.

Click the Add a new row at row 1 button.
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/2 standard Billing - Windows Internet Explorer

m = [@ ntoforaci 14, cours.state.md.us: 13080 ocp st EPLOYEE O 2] 491 x| 8 siandara iing x of ag iod

Fle Edit View Favorites Tools Help

53 ©]RequestRefund tem | Suggested Sites

ORA
Home | Workist | MuliChannel Console Add to Favorkes | Sign out
Favorites  Main Menu » Biing > Maintain Bils » Standard Biling
& New Window & Personalize Page Bl http &
ECR KM Line -Info 1
Unit: Jups2 Bill To: 1000000001 Pretax Amt: 10,000.00 USD &
Invoice: 0000000018 Anne Arundel Office = & maxRows: 5 E &
Management
Bill Line Find | View 1 First ! 4-202 L [ost
\dentifier Look Up Date: 01/2212013 [ =
Seq: 3 Line: Net Extended: 10.000.00 [A3d 3 new row at row 1 (AIE+7)
Table: ID @ identifier RCS100 @ pescription: [Test Vending
Quantity: 1.0000 From Date: ]
Unit of Measure: EA Q To Date: 2]
Unit Price: 10,000.0000 Line Type: REV Q[ Accumulate
Gross Extended: 10,000.00 Tax Code: Q[ Tax Exempt
Exempt Cert: Q
Less Discount: 000 emptee
Plus Surcharge: 000
Net Extended: 10,000.00
VAT Amount 0.00
Tax Amount: 0.00
Net Plus Tax: 10,000.00
b Gl E=
v o, g ;
0, SiCreldoasnens0ssn);

] @

‘@wl

[& A E G

Step Action

23. Scroll the window downward and make sure you're looking at the line item you just
added.

/& Standard Billing - Windows Internet Explorer

m-]émm

race 14 courts statemd.us: 13030 pspftstyepLOVEE O S 42 3¢ | 8 Standard sing o A A
Fle Edt View Favorites Tooks Help
9% &) RequestRefund Ttem = Suggested Sites +
ORA
| Workist | MutiChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu » Biling > Maintain Bils > Standard Biling
Management T A
Bill Line Find | View All First Kl 2012 T (o5t
Identifier Look Up Date: 01/22/2013 [ =
Seq: 4 Line: Net Extended: 0.00
Table: Q. igentifier: TEST_CHARGE CODE @ pescription: Charge Code for Testing
- DPSMBiling Charge Id
Quantity: From Date: &
Unit of Measure: EA Q To Date: B
Unit Price: 0.0000 Line Type: REV Q  F Accumulate
Gross Extended: 0.00 Tax Code: QT TaxExempt
Exempt Cert: Q
Less Discount: 000 xemptee
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto: Line Info 2 Tax D
Notes Eaoress Eny
Summary Bill Search Line Search Navigation: Line -Info 1 = [P Next
[ save L\ ReturntoSearch | [+F Previous inList | 4B Nextinlist | [Z] Notify | s Refresh B Add Update/Display:
Header - Info 1| Line - Info 1
- @ N 1:32PM
mse B O] PG e
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Step Action

24. Enter the desired information into the Table field. Enter "ID".
25. Enter the desired information into the Identifier field. Enter
"BAD CHECK_CHARGE".
26. Enter a quantity of "1" in the Quantity field. Make sure the Bill Line is the last in
the series.
217. The cost of the Bad Check Fee was updated in the Unit Price field.
28. Click the Re_fresh button to see that the Gross Extended field is updated.
% Refresh
29. You have the OPTION to also enter notes at the line level. Click the Notes link to

add notes at the line level when you're on the Bill Line tab. Enter notes at this level
if they are specific to the line itself.

Any notes added here will be displayed on the ProForma invoice below the item
description.

Home | Workist | MuliChannel Console | Addto Favorites | Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Header-Infa1 [ Line-Infa1 m

Unit: MDJUD Bill To: 1000000001 Pretax Amt: 000 usp E
Invoice: 0000000042 Davy Jones Max Rows: 5

I New Window 7 Help [ Personalize Page [Bihitp

Find | view 1 Frst £ 1-2072 I Last
Seq 1 Line: 1 Net Extended: 0.00

Identifier: Description:

Find | View Al First K 1071 I Last

[T standard Note Flag std Nate: Q =
[Clinternal Only Flag Note Type: Q
Note Text:
L)
Seq 2 Line: Net Extended: 0.00
Identifier: Description:

Find | View Al First B 1.0r1 O Last

[T standard Note Flag std Note: Q =
[Clinternal Only Flag Note Type: Q
Note Text:
£
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Eupress Eny
Summary Bill Search Line Search Navigation: Line - Mote v | Prey Next
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Step Action

30. The Line - Note page displays.
You can add notes for each Bill Line.

You can also add multiple rows of notes under each Bill Line.

31. Click the Line - Info 1 tab.

Line - Info 1

32. Click the Save button.

33. Click the Header - Info 1 tab.
| Header - Info 1

/& Standard Billing - Windows Internet Explorer [_{5]
@?: = | @ ntips/jorade 14.courts. tate.md.us: 13080 psp ststEmpLoveeie O [ |49 ¢! IElsEmaaraaing x ok L

Fie Edt View Favorites Tooks Help

i ) RequestRefund Ttem = Suggested Sites =

ORA
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

Favorites = Main Menu » Biing > Maintain Bils > Standard Biling
I New Window [& Personalize Page & http

[ eaer ot | TATERL R
Unit: JuDs2  Invoice: 0000000018 Pretax Amt: 1001000 USD
Status: HLD @ invoice Date: 0112212013 B cyclein: DALY Q

]

“Type: c A source: ucs Q@ *Frequency: once |
“Customer: 1000000001 Q@ subCustt: SubCust2:

Anne Arundel Office Management

“Invoice Form: BAD_CHECK Q. From Date: Bl Topate: Gl

Accounting Date: 0112212013 E)  payTerms: IMMED Q pay Method: Check H E
Remit To: 504 Q. Bank Account: MAIN Q

sales: 02001 QU Bill Inquiry Phone: Q

Credit: DEFALLT A collector: DEFALLT Q

Biller: DEFAULT QL Billing Authority: DEFAULT Q

Goto: Heagerinfo 2 Aggress Copy Adoress

Motes Express Entry Page Series |

Summary Bill Search Line Search Navigation: Header - Info 1 Bl [prey Next

@ Save | L\ ReturntoSearch | [+ PreviousinList | |4E Nestinlist | [Z] Notify | 2 Refresh B Add Update/Dispiay
Header - Info 1 | Line - Info 1
< |

z - S == | N 1:58PM

"5'“"| = 2 B ‘@| 'Ql Z=] | e A S

Step Action

34. Click the Pro Forma button to generate the printable invoice.
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ecrect/ O 2] [#2]| X | | & standardsiling 2 statemd.us

2 state.md.us.

District Court

x ok Lt

Fle Edt Goto Favorites Help

53 ©]RequestRefund tem | Suggested Sites

Anne Arundel Office Management
210 Haliday Court

Annapolis MD 21401

United States

For billing questions, please call

Invoice No: 0000000018
ORACLE PRO FORMA Invoice Date: 112213
Page: 1of 2
Remit To: Customer No: 1000000001 =
Bank of America Payment Terms Immediate
United States Due Date 12213
Bill To: AMOUNT DUE:

10,010.00 USD

Amount Remitted

Original Invoice: 0000000003  1/2/13
Prior Adjustment: 0000000017  1/15/13

[[Tine Description Quantity UOM Unit Amt @TQAT.TLH.“
=] 5 @ 0 @[F=E[e PR Ehe
Step Action
35. The Pro Forma statement displays in a new window.
The ProForma invoice is printable to send to the bad check customer.
Note: Accounting entires are not generated by this rebill since the invoice has a
"Status of Hold." This is for tracking purposes only. When the receivable is paid
with a legitimate form of payment, it will come through the BUS, at which point this
invoice will need to be canceled.
36. You have completed the Updating the Rebill Invoice topic.
You have learned how to:
- Update the Rebill Invoice
End of Procedure.

7.5 Running the Single Acti

on Invoice Process

Running the Single Action Invoice job includes several processes. The bills must have a status of
"RDY" (Ready to Invoice) before this process is run. The first process, Finalization, creates the
invoice, the next process will create the accounting lines for the Revenue distribution. We are
running this step for the Credit Invoice created so the Revenue will be reversed when the Journal

Entry is created.
After completing this topic, you wi

e Bill status is changed from

Il be familiar with how the:

'RDY" (ready) to 'INV' (invoiced).
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o The Change Status of Bills report is generated in the Finalize and Print process for

review.
e The "Load GL Accounting Entries" reports are available for review in the process
monitor.
Procedure

In this topic, you will learn how to execute single action invoice process and review through a
report.

Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Billing menu.

| &3 Biling v
4, Click the Generate Invoices menu.

| [ Generate Invoices P|
5. Click the Non-Consolidated menu.

| (1 MWon-Consolidated F|
6. Click the Single Action Invoice menu.

| |=| Single Action Invoice |

Page 264



{%QGEARS

General Enterprise And Resource Support

Training Guide
AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

ENewWindow  ? Help B http
Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: begins with ~ |

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

The Single Action Invoice search page displays.

Click the Add a New Value tab if there isn't an existing value available.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

ENew Window  ? Help B ntip
Single Action Invoice

Find an Existing Value Add aNew Value

Run Control ID:

Add

Find an Existing Value | Add a New Value

Page 265




Training Guide
AR230 — Managing Customer Billing,

Receivables and Customer Payments —
District Court

@@GEARS

General Enterprise And Resource Support

Step Action
8. The Add a New Value tab displays.
Enter the desired information into the Run Control ID field. Recommendation is to
enter "Badcheck." However, for this example, enter "PSBIP."
9. Click the Add button.
Add
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favn_rrtes Main_Menu > BiHlng > Genemtg[nvm(es > Nnn—Cnrgn\idated > Single Action Invoice
} & New Window [ Personalize Page |, hitp
Run Control ID: PSBIP ReportManager Process Monitor Run
Language: English =] @ Specified © Recipient's
Sexirl‘bl". . ‘1 FE=
' Processing bate
@ User Defined [oti0472013 |5y
i:;‘ol‘mi:n}ﬁ( @ Batch Standard
e Business Unit: pupsz ja
@ Al © Invoice ID
 Bill Cycle © CustID
€ Date Bill Added  Bill Type
" Range ID  Bill Source
 Public Voucher Number
5 save [\ ReturntoSearch [=] Notify Er Add Update/Dispiay,
Single Action Invoice | Print Options
Step Action
10. The Single Action Invoice page displays.
Click the Processing Date radio button.
| © Processing Date]
11. Click the Batch Standard radio button if it is not already selected.
| # Batch standard |
12. Click the Invoice ID option.
T Invoice ID
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ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated » Single Action Invoice

FNewWindow ? Help [ Personalize Page T hitp

g

e Action Invoice Print Options:

Run Control ID: AGING_SUM_RPT Report Manager Process Monitor Run
Language:  Endlish v @ specified © Recipient's

Seq Hbr: 1 =
@ Processing Date

© User Defined

© Do Not Post @ Batch Standard
Business Unit e

© Al @ Invoice ID ) 7

© Bill Cycle © CustD From Invoice:

© Date Bill Added ©) Bill Type To lnvoice:

© Range ID © Bill Source

© Public Voucher Number

[E save X\ ReturntoSearch  [=] Notify ExAdd | |fElupdateDispia

Single Action Invoice | Print Options

Step Action

13. Enter the appropriate Business Unit information into the Business Unit field. For
this example, enter "JUD52".

14. Enter the Credit Invoice number you previously created into the From Invoice field.
Enter "0000000004".

Note: The To Invoice field will be automatically defaulted in.
15. Click the Save button.

16. Click the Bills To Be Processed icon.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign ot
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

& New Window [ Personalize Page

Saved |
Bills To Be Processed

Personaiize | Find | View Al B | 35 Firt K g o4 I (ost
BIUNit Invoice Status  Customer Inv Layout Layout Type  Bill To Media
JUDS2 0000000004 RDY  Jupsz XMLPUB x Print Copy

Return

Step Action

17. The Bills To Be Processed page displays.

Review the lines being processed.
Click the Return button.

18. Click the Run button.
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated » Single Action Invoice

FnewWindow ? Help [ Personalize Page T hitp

Process Scheduler Request

UserID: andrew.somers Run Control ID: AGING_SUM_RPT
Server Name: - Run Date:[07/032013 |5
Recurrence: - Run Time:[124:10PM | | Resetto GumentDate/Time |
TimeZone:|  |Q
Select Description Process Hame Process Tvpe “Type ‘Format Distribution
=} AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) ~ (Nonme) ~ Distribution
[]  AOC Circuit & District Courts AQC_MAIN PSlJob (None) | (None) + Disiribution
[F]  Pre-process &Finalization BINC00D Applicaion Engine  Web = TXT v Distibution
S—
OK Cancel

Step

Action

19.

the Process Scheduler Request page displays.

Click the Select option for AOC Circuit & District Courts.

20.

Click the O_K button.
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MultiChannel Console Add to Favorites

Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

& New Window [ Personalize Page aved
Single Action Invoice [ T HCEN

Run Control ID: PSBIP Report Manager Process Monitor
Language: |English =] © specified © Recipient's
Selection Parameters

Seq Nbr: 1 =
Invoice Date Option

Process Instance: 13282

woan First K1 4.ora O Last

@ Processing Date

 User Defined

Posting Action

© Do Not Post Batch Standard

S S— Business Unit: HuDs2 (&
@ an © Invoice ID

€ Bill Cycle € CustiD

 Date Bill Added  Bill Type

 Range ID  Bill Source

 Public Voucher Number

| B save | |2 Retumtosearch  [Z] wotity |

Single Action Invoice | Print Options

Step Action

21. Click the Process Monitor link.
Process Monito

Home | Workist | WuliChannel Console | Addto Favorfles |  Sign out
Favorites  Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice
EINewWindow [ Personalize Page &L http
user ID|kenvp1 aQ Type | o [Last =1 [ 2 [Days =l

server | =l Hame | @ Instance o
Run Status - Distribution Status =] [ saveOnRefresh

Process List

Personalize | Find | First E1 43073 I Last
Select Instance Seq. Process Type :;‘:“'%“ User  Run DatelTime Run Status o0 | erais
= 13348 PSJob BLJOBO3 kenwpl 01/07/2013 11:33:26AM PST Success Details
= 13282 PSJob BLIOBO3 |ken.vp1 |01/07/2013 10:39:12AM PST Cancel NIA Details
[ | 13281 SQR Report BIIVCSTS kenwvp1 |01/07/2013 10:35:33AM PST Success Posted Details

Go back to Single Action Invoice

B save| [ Motity

Process List | Server List
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Step Action

22. The Process List displays.

Click the Refresh button until the Run Status and Distribution Status are changed.

! Refresh |
23. Click the Save button once the Run Status is "Success" and the Distribution
Status is "Posted".
El save
24, To make the invoices to be viewable in the customers account, run the Single

Action Invoice process.

25. You have successfully completed the Run the Single Action Invoice Process topic.

You have learned to:

- execute the single action invoice process
- generate report for review

End of Procedure.

7.6 Canceling an Invoice

Upon receipt of payment for a Bad Check invoice, the BUS Interface will aggregate that
transaction and load it into PeopleSoft Billing (BI) and Receivables (AR), creating an invoice
(B1) and deposit (AR). There will be a process for identifying payments received through the
BUS as Bad Check payments. By Case Number, Receipt Number, or Citation Number, the
associated rebill invoice put on Hold needs to be canceled. This script shows the process for
canceling the invoice due to payment received in full.

After completing this topic, you will be able to:
e Cancel an invoice
Procedure

In this topic, you will cancel an invoice.

Step Action

1. Navigate to the Bill Entry page.

Click the Main Menu button.

2. Click the Menu not sorted. Click to sort in ascending order. button.

[=]
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Step Action
3. Click the Billing menu.
| 3 Biling v
4, Click the Maintain Bills menu.
| 2 Maintain Bils ]
5. Click the Standard Billing menu.
| [E] standard Biling |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

& New Window [ hip
Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

l'i d an Existing V2 \'-‘ Add a New Value

~ Search Criteria

Business Unit: = Mmoo o

Invoice: begins with ] | Q

Bill Status: = = =
Customer: begins with =] | Q
Contract: begins with ] |

Bills in Business Unit: [= 7] A
Template Invoice Flag:[= = =]

[~ Case Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action
6. The Bill Entry search page displays.

Enter your Business Unit (BU) in the Business Unit field. This value should be
consistent with the BU used in previous scripts within this scenario. Enter "JUD52".

7. Click the Search button.
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Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Bill Entry

Find an Existing Value Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Worklist

WultiCha Add to Favorites

) New Window & http

Search Criteria

Business Unit: - = fupsz o
Invoice: begins with =] | Q

Bill Status: - =l =
Customer: begins with =] | Q
Contract: begins with =] |

Bills in Business Unit: [= =] < Y
Template Invoice Flag:[= = =

I~ Case Sensitive

Search || Clear |gasic Search [ Save Search Criteria

Search Results
View All

ess Unit Invoice

0000000021 Rebill u MewBill RCS
0000000020/Cred Bill M Ready RCS
0000000018 Rebil c Hold  UCS
0000000015/CredBill D Canceled UCS
0000000011 Rebill PAD NewBill ONLINE

Find an Existing Value | Add a New Value

tion, 0, FICRow1);]

Invoice Type Bill Type Identifier Bill Status Bill Source Customer

First [q] 1-50f5 [3] Last

Contract Bills in Business Unit Template Invoice Flag

Jups2 (blank) JUD52 No
Jups2 (blank) JUD52 No
1000000001 (plank) | JUD52 No
Jupsz (blank) JUD52 No
1000000001 (blank) | JUD52 No

Step Action

link.
0000000018

Click the Rebill Invoice number created earlier in this lesson. Click the 0000000018

Home | Workist | MultiChannel Console | Addto Favorites
Favorites - Main Menu > Bilng > Maintain Bils > Standard Biling
) New Window [ Personalize Page B http

Header-Info 1 [@ TR

Unit: JuDsz  Invoice: 0000000018 Pretax Amt: 10,010.00 USD *

Status: HLD Q. Invoice Date: 01/22/2013 [ cycleiD: DAILY Q

“Type: c A source: ucs @ *Frequency: Once HE®
*Customer: 1000000001 A subcustt: SubCustz:

A

“Invoice Form: BAD_CHECK @ From Date: E  ToDate: B

Accounting Date: 01/22/2013 B payTerms: IMMED Q. pay Method: Check =
Remit To: 80A @ Bank Account: AN Q

Sales: 02001 @ Bill Inquiry Phone: Q

Credit: DEFAULT @ Collector: DEFAULT Q

Biller: DEFAULT @ Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

Notes Express Eny [ Page series 1
Summany Bill Search Line Search Navigation: Header -Info 1 =l Prev Mext

B save | &\ RetumtoSearch 1E] Previousinlist ] NextinList |[=] Motify | Refresh Er Add
Header - Info 1| Line - Info 1
. [ H
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Step Action

9. The Bill Entry - Header Info 1 page displays.

Click the Look up Status button.

[Look up Status (Alt+5)

Step Action

10. The Look Up Status window displays.
Click the Canceled link.
11. Click the Save button.
12. Verify that the bill is Saved with a Status of "Canceled."”
13. You have successfully completed the Cancel Invoice topic.

You have learned how to:
- Cancel an invoice
End of Procedure.
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Lesson 8: Processing Local Revenue Disbursements

Lesson Overview

The Judiciary collects revenue on behalf of local jurisdictions and state agencies. This lesson
details the process by which the Judiciary will disburse the correct portion of collected revenue to
the applicable local jurisdictions and state agencies.

The Local Revenue Disbursement process will generate credit invoices for the correct allocated
amounts based on collected revenue. We leverage PeopleSoft delivered refund functionality to
load these into the Accounts Payable module for voucher creation and disbursement

Lesson Objectives:
After completing this lesson, you will be able to:

e Run the Local Revenue Disbursements process

¢ Run the Billing Interface

e Review credit bills that were created by the Local Revenue Disbursements process and
brought into Billing through the Billing Interface

o Create a manual Credit Invoice for the Interest owed to each Local Disbursement
customer.

e Process the credit bills into Invoices

o Create a Maintenance Worksheet to use delivered refund functionality to make the credit
Invoices available for AP vouchering and disbursement

e Runthe Load AR to AP process.

8.1 Running the Local Revenue Disbursements Process
This topic covers the steps to run the Local Revenue Disbursements process. It will create credit

invoices with a Bill Type of LRV in the correct amount, as defined by the Charge Code to
Distribution Code relationship where the local revenue disbursement amount can be defined by
fixed amount or percentage.
After completing this topic, you will be able to:

¢ Run the local revenue disbursement process

Procedure

In this topic, you will run the local revenue disbursement process.

Step Action

1. Navigate to the Local Revenue Disbursement page.

Click the Main Menu button.
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Step Action
2. Click the Maryland Judiciary menu.
| 3 Maryland Judiciary "’|
3. Click the AOC Interfaces menu.
| 1 AOC Interfaces Pl
4, Click the Local Revenue Disbursement menu.
| |=] Local Revenue Disbursement |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Maryland Judicary > AOC Interfaces > Local Revenue Disbursement

& New Window 7 Help . hiip

Local Revenue Disbursement
Enter any information you have and click Search. Leave fields blank for a list of all values.

T8 Add a New Value

~ Search Criteria

Search by: Run Control ID begins with

[Clcase sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

Step Action
5. The Local Revenue Disbursement search page displays.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Maryland Judicary > AOC Interfaces > Local Revenue Disbursement
D New Windaw 2 Help 1B, hitp

Local Revenue Disbursement

Find an Existing Value Mdauewvdue

Run Control ID:|

Add

EInd an Existing Value | Add a New Value

Main Content

Step Action

6. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter "PSKF",

7. Click the A_dd button.
Add
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

FnewWindow ? Help [ Personalize Page T hitp

Local Revenue Disbursements Interface

Run Control ID:  PSKF

*Business Unit: | |Q

*From Date: [
“Through Date: | |
Accounting Date: | |5

5 save [=] Notify v Add Update/Dispiay

Step Action

8. The Local Revenue Disbursements Interface page displays.

Enter the desired information into the Business Unit field. Enter "jud53".

9. Enter the desired information into the From Date field. Enter "09/01/12".
10. Enter the desired information into the Through Date field. Enter "09/30/12".
11. Click in the Accounting Date field and enter the appropriate date.

The From Date and To Date are typically the month range prior to today's date
example. If we are processing this around May 7th, the From Date would be from
the subsequent month, 04/01/2013, and the Through Date would be 04/30/2013, the
last day of the month. The Accounting Date will default in from the Through Date.

12. Click the Save button.

13. Click the Run button.
Run
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

FnewWindow ? Help [ Personalize Page T hitp

Process Scheduler Request

UserID: kenvp1 Run Control ID: PSKF
server Name: [N ~ Run Date: [04/03/2013 [
Recurrence: - Run Time:[1:29:50P1 | Resetto CurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format Distribution
Local Rev Dis Interface AOC_DISINTF  Application Engine  Wen = TXT  ~ Distribution
OK Cancel

Step

Action

14.

The Process Scheduler Request page displays.

Click the O_K button.

15.

Click the Process Monitor link.
Process Monito
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Home | Workist | MuliChannel Console | Addto Favorites

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

0 New Window ? Help [ Personalize Page

user ID|kenvp1 @ Type - Last - [ 1 Days - Refresh |
Server v Name | Q Instance to
Run Status - Distribution Status - Save On Refresh
Process List Personaiize | Find | \ First Kl 4.7 07 O (a5t
Select Instance Seq. Process Type ProcessHame User  Run DatefTime Run Status w Details
[ 18204 Application Engine AQC_DIS_INTF ken.vp1 04/03/2013 1:29:50PM EDT Success MNiA Details
O 18184 PS8Job ARUPDATE kenvp! 04/03/2013 11:36:30AM EDT SBuccess Posted Details.
] 18187 PSJob ARUPDATE kenvpl 04/03/2013 11:24:19AM EDT Success Posted Details.
O 18176 PS8Job ADC MAIN kenvp! 04/03/2013 11:17:01AM EDT SBuccess Posted Details.
[0 |18185 PSJob ARUPDATE kenvpl 04/03/2013 10:59:48AM EDT Success Posted Details.
[ 18158 PSJob ARUPDATE kenvp1 04/03/2013 10:52:47AM EDT Success Posted Details
O 18146 PS8Job ADC MAIN kenvp! 04/03/2013 10:49:12AM EDT SBuccess Posted Details.

Go back to L ocal Revenue Di

@ save | [=] notry |

Process List | Server List

Sign out

=)

htp

Step

Action

16.

The Process List displays.

Click the Refresh button.

Home | Workist | MutiChannel Console Add to Favorites |
Favorites  Main Menu > Maryland Judicary > AOC Interfaces > Local Revenue Disbursement

User ID|kenvp1 Q. Type - Last - [ 1 Days -
Server ~  Hame | Q Instance to

Run Status - Distribution Status -

Elnewwindow 7 Help & Personalize Page

Save On Refresh

Process List

Select Instance Seq. Process Type Process Name User Run DatelTime Run Status w Details
[ |18204 Application Engine AOC_DIS_INTF kenvpi 04/03/2013 1:20:50PM EDT Success Posted  Defails
[ |18194 PSJob ARUPDATE  kenup1 04/03/2013 11:36:30AM EDT Success Posted  Detalls
O |18187 PSJob ARUPDATE  kenvp1 04/03/2013 11:24:19AM EDT Success Posted  Defails
] 18178 PSJon ADC MAIN  kenvpi 04/03/2013 11:17:01AM EDT Success Posted  Defails
] |18165 PSJob ARUPDATE  Kenup1 04/03/2013 10:59:48AM EDT Success Posted  Detalls
[ 18158 PSJob ARUPDATE  kenvp1 04/03/2013 10:52:47AM EDT Success Posted  Defails
[] 18145 PSJob ADC MAIN  kenupi 04/03/2013 10:49:12AM EDT Success Posted  Defails

Go back to Local Revenue DI

& save | [ Hotity

Process List | Server List

Sign out

e

http
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Step Action

17. Verify the Run Status reads Success and the Distribution Status is Posted.

18. You have successfully completed the Running the Local Revenue Disbursements
Process topic.

You have learned how to:
- Run the local revenue disbursements process
End of Procedure.

8.2 Running the Billing Interface

The Billing Interface officially loads the local revenue disbursement from the staging table to the
Billing module for subsequent processing. Bills are loaded with a Status of New. This topic
shows how to kick off the process and also includes steps to verify the process ran successfully.
We will generate a PDF report by drilling into the Billing Interface Process in a section of
PeopleSoft called Process Monitor, a centralized repository of information on all processes ran
throughout the application.

After completing this topic, you will be able to:
¢ Run the billing interface
Procedure

In this topic, you will run the Billing Interface.

Step Action

1. Navigate to the Process Billing Interface page.

Click the Main Menu button.

2. Click the Menu not sorted. Click to sort in ascending order. button.
[=1]

3. Click the Billing menu.
| &3 Biling v

4, Click the Interface Transactions menu.
| 1 Interface Transactions F|

5. Click the Process Billing Interface menu.

| | Process Biling Interface |
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Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface

Enter any information you have and click Search. Leave fields blank for a list of all values.

UEEUIETETRETEN © Add a New Value |
s Main Content
- Search Criteria

Run Control ID: begins with ~

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

javasc tion_wind{doc “#ICSwitchMode); |

D New Window 2 Help 1B, hitp

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Step

Action

The Process Billing Interface search page displays.

Click the Add a New Value tab.
| Add a New Value |

Enter "Local Revenue".

Enter the desired information into the Run Control ID field.

Click the A_dd button.
Add
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface
Run Control ID: PSKF

*From Interface ID: Q
“To Interface ID: Q

& save Notify B+ Add Update/Display

I New Window

? Help [ Personalize Page 5, hitp

Step

Action

The Process Billing Interface page displays.

Click the Look up From Interface 1D button.

=

10.

Click the 196 link.

11.

Click the Save button.

12.

Click the Run button.
Run

13.

The Process Scheduler Request page displays.

Click the Select option for Billing Interface.

14.

Click the OK button.

15.

Click the Process Monitor link.
Process Monito

16.

Click the Refresh button.
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Step Action

17. Click the Details link once the Run Status reads Success and the Distribution Status
reads Posted.

Details

18. Click the Message Log link.
Message Lo

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Interface Transactions » Process Biling Interface

{0 New Window ? Help [& Personalize Page |2, hiip

Log
Instance: 13205 Type: Application Engine
Hame: BIF0001 Description: Billing Interface
Severity Log Time Messaqge Text Explain
10 13234PM Bl Interface was started: 196 To: 198 Option: ALL [ Expiain |
10 1:32:46PM Transactions in Error: 0 Explain
10 |13248PM New Bil Headers Created: 1 Explain
10 [13248PN New Bill Lines Created 4 Explain
Published message with ID 8811880c-9c84-1162-af87-
AT 42a7b34dd0c4 o create entry in folder GENERAL ol
Successfully posted generated files to the report
1:33.00PM vl Explain
Retum

Step Action

19. The Message Log displays.

New Bill Headers Created, New Bill Lines Created and Transactions in Error will
be shown on this page.

Click the Return button.

20. Click the OK button.

21. You have successfully completed the Running the Billing Interface topic.

You have learned how to:
- run the billing interface
End of Procedure.
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8.3 Reviewing Bills

After running the Billing Interface, this topic shows how to search for the invoices with a Bill

Type of LRV to ensure they were properly created and ready for subsequent processing.
After completing this topic, you will be able to:

e Review the bills you have created and/or run previously
Procedure

In this topic, you will learn the process involved to review bills.

Step Action

1. Navigate to the Bill Entry page.

Click the Main Menu button.

2. Click the Menu not sorted. Click to sort in ascending order. button.
[= ]

3. Click the Billing menu.
| &3 Biling ]

4. Click the Maintain Bills menu.
| 2 maintain Bills v]

5. Click the Standard Billing menu.

| |=| Standard Biling |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Bilng > Maintgin Bils > Standard Biing
ENewWindow  ? Help B nttp

Bill Entry

Enter any information you have and click Search. L eave fields blank for a list of all values

Find an Existing Value Add a New Yalue

~ Search Criteria

Business Unit: E e
Invoice: begins with ~ ’70\

Bill Status: = A v
Customer: beginswith ~[|Q
Contract: begins with ~

Bills in Business Unit. = ~ [ -
Template Invoice Flag: = - -

[CIcase Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Main Content

Step Action

6. The Bill Entry search page displays.

Enter the desired information into the Business Unit field. Enter "jud53".

7. Click the Search button.

8. Click the LOCAL_REV link.
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Add to Favorites ign out

save | {4 RetumtoSearch | [+5] “revious oot [4E] NextinList | Notify | Refresh
2 a & a = wotty | [

Header - Info 1| Line - Info 1

Favorites ~ Main Menu > Biling > Maitzin Bils > Standard Bilng
FNewWindow ? Help [ Personalize Page T hitp

Line-info 1

Unit: JUDS3  Invoice: 1000000134 Pretax Amt: 4000 USD

Status: MEW @ Invoice Date: [ cycleiD: Q

“Type: [l source: [LocALREV @ Frequency: once B E
*Customer: [1000000024 @ suncustr: [ SubCust2: ]

Local Revenue - Lonaconing

“Invoice Form: NO_PRINT A From Date: E  ToDate: B

Accounting Date: 09/20i2012 B payTerms: IMMED Q. pay Method: Check -

Remit To: 80A @ Bank Account: 53 Q

Sales: DEFAULT @ Bill Inquiry Phone: Q

Credit DEFAULT QA Collector: DEFAULT Q

Biller: @ Billing Authority: Q

Goto Header Info 2 Address Copv Address

Notes Express Entry [ Page series |
Summany Bill Search Line Search Navigation: Header -Info 1 v | Prev Mext

Step Action

The Bill Entry - Header Info 1 page displays.

Click the Line - Info 1 tab.

Line - Infa 1

|E) save | 2 Rewmtosearcn | 15 creviousinist| 4] Netmust| [Z] Notty | Refresn

Header - info 1| Line - Info 1

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites ~ Main Menu > Bilng > Maitain Bils > Standard Bilng
ENewWindow ? Help [& Personalize Page B, hitp
unit: JuDs3 Bill To: 1000000024 Pretax Amt: 4000 USD
Invoice: 1000000134 Local Revenue - Lonaconing (%] [£]  pax Rows: 5 = =
Bill Line Find | view A1 Fr=t £ 1014 O Last
Identifier Look Up Date: 04/02/2013 [5) =
seq: 1 Line: [ Net Extended: -10.00
Table: Q. identifier: Q. pescription: RCS-279-1000000080
Quantity: 1.0000 From Date:
Unit of Measure: EA Q To Date:
Unit Price: ~10.0000 Line Type:
Gross Extended: -10.00 Tax Code:
) Exempt Cert:
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: -10.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: -10.00
Goto: Line Info 2 Tax b
Hotes Express Entry
Summary Bill Search Line Search Navigation: Line -Info 1 v |Prev Next
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Step Action

10. The Line - Info 1 tab displays.

Click the Accounting link.

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

D NewWindow ? Help [& Personalize Page &, hitp

Bl Creates GL Acct Entries

LEETNU LTI Reference Information

Header - nfo 1 Line - Info 1 Acctg - Rev Distribution
Unit: JuDs3 Bill To: 1000000024 Pretax Amt: -40.00 UsD 52 I
Invoice: 1000000134 Local Revenue -Lonaconing (=] (2] yax Rows: 5 3 &
Bill Line Find | View Al Frst £ 104 B Last
seq: 1 Line: Net Extended:
Identifier: Description: RCS-278-1000000080

personaiize | Find | view A | B | B Firae T g orq 1 Last

Cade PCA Fund  Account Program  APPrOP

Approp Yr  Percentage

) seve| & RetumitoSearch | [+2] Previous et | (4B Nextinlist | (=] Noty | (4 Refresh

Header - Info 1 | Line - Info 1 | Acctg - Rev Distribution

lag Amount Budget
ay Humber
[=l[p-e511 Q [cs3|@ [s3z7o@ [3037Q [9511 |Q 5327 |Q [as3z7/@ [avao13qy | 10000 | | -10.00

< . ] »

Percent: 100.00 Amount: -10.00 Gross Extended: -10.00

Goto Line Info 2 Tax Accounting DiscountiSurcharge
otes Eupress Eny -
Summary Bill Search Line Search Havigation: Acclg - Rev Distribution ~ | Prev Next

[ExwAdd) [EsiipgaicDisplay

Step Action

11. The Acctg - Rev Distribution tab displays.

Click the Navigation list.
| Acctg - Rev Distribution v |

12. Click the Header - Order Info menu item.

| Header - Order Info |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Fa\'n_rrtes Main_Menu > BiHlng > Mainl@n Bils > Standard Biling
& NewWindow ? Help [ Personalize Page &) hitp
Header - Infa 1 Line - Info 1
Unit: JuDs3 Bill To: 1000000024 Pretax Amt: ? - uUsD
Invoice: 1000000134 Local Revenue - Lonaconing 40.00
PORef: RCS-279 Freight Terms: aQ
Contract: @ Ship Via: aQ
Contract Date: E Case Number:
Contract Type: PIK Slip No:
OM Bus Unit: Q Sold To: Q
order Ho: Q Sold Loc: aQ
Order Date: ) Ship To: Q
Ship Bus Unit: Ship Loc: Q
Ship ID:
Goto Header Info 2 Address
Notes Express Entry
Summary Bill Search Line Search Navigation: Headsr - Order Info M Prev Next
B save | [ Retuntosearcn| (15 JE Netiniist| | Moty | [ Refresh [Eb Aga
Header - Info 1| Header - Order Info | Line - Info 1

Step

Action

13.

The Header - Order Info page displays.

Make note of the PO Ref number.

14.

Click the Header - Info 1 tab.
|ﬂeader— Info 1 |

15.

Review the information on the page.

Click the Save button.
El zave

16.

You have successfully completed the Reviewing Bills topic.

You have learned how to:
- navigate through and review bills
End of Procedure.

8.4 Updating the Invoice Status to Ready

Bills created from the Billing Interface or bills that are created manually will be loaded and saved
with a Status of ‘New'. Bills' status must be changed from 'New' to 'Ready’, which means ready to
invoice. The system will allow you to process Change Status of Bills for one or multiple bills at
a time. A report file, Invoice Status Change Report is created during this Bill Status Change
process that lists all of the invoices where the status was changed from 'New' to 'Ready'".
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NOTE: There are two types of bills, (1) deferred payment tracking and (2) bad checks, that are
saved in the system as placeholders and will never be changed to ready status.

In this topic, you will use the Change Status of Bills page to change the status of a bill from
‘New' to 'Ready’.

After completing this topic, you will be familiar with how to:

e Change the status of bills from 'New' to 'Ready’ status
e Run and review the Invoice Status Change Report

Procedure

In this topic, you will use the Change Status of Bills pages in GEARS to change the status of
bills from 'New' to 'Ready".

Step Action

1. Begin by navigating to the Change Status of Bills page.

Click the Main Menu button.

2. Click the Menu Sort button.

[= ]
3. Click the Billing menu.

| 23 Biling v
4. Click the Maintain Bills menu.

| 3 Maintain Bils ]
5. Click the Change Status of Bills menu.

| | Change Status of Bills |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Bilng > Maintain Blls > Change Status of Bils
EDNew Windaw 2 Help 1B, hitp

Bill Status Change

Enter any information you have and click Search. L eave fields blank for a list of all values

Add & New Valug

Run Control ID: beginswith ~ [ |

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Main Content

Step

Action

The Bill Status Change search page displays.

Click the Search button.

Click the PSKF link or the link to the invoice you previously created.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favo_ntes Main_Menu > Bi@wg > Mainm_m Bils > Change Status of Bils
FNewWindow ? Help [ Personalize Page T hitp
Change Status of Bills
Run Control ID:  PSKF ReporiManager  Process Monitor |- RUM
Language: English  ~
[ New [CIReady “New Bill Status: -
[E Hold [E] canceled
[C] Pending
Range Selection [l include Consolidation Group
@ A © Invoice ID Business Unit [ e
© Bill Cycle © CustID
(© Date Bill Added © Bill Type
© Range ID © Bill Source
() Copy Group ID
B save | &L RetumtoSearch |4E] PreviousinList |+ liexiinList | =] Notify Er Add
Step Action
8. The Change Status of Bills page displays.
Click the Bill Source option.
i) Bill Source
9. Enter the desired information into the Business Unit field. Enter "jud53".
10. Enter the desired information into the Source field. Enter "LOCAL_REVENUE".
11. Click the Save button.
12. Click the Run button.
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Favorites

Main Menu > Biling > Maintain Blls > Change Status of Bils

Process Scheduler Request

UserID: kenpl

Run Control ID: PSKF

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

FnewWindow ? Help [ Personalize Page T hitp

Server Name: NN ~

Recurrence:

Run Date:|04/03/2013 5]

- Run Time: [1:38:48PM

Time Zone: a

Select Description Process Name

Process Type

| Resetto Current Date/Time

Type *Format

Invoice Status Change BIVCSTS

| oK | Cancel |

SQR Report

Web v PDF ~ Distribution

Step Action

13.

Click the O_K button.

The Process Scheduler Request page displays.

Favorites

Main Menu > Biling > Mantain Bils > Change Status of Bils

Change Status of Bills

Run Control ID:  PSKF

Report Manager
English

Language:

From Status

Al

Bill Cycle

Date Bill Added
Range ID

© Copy Group ID
Ok (Enter)

Invoice ID
CustID
Bill Type

@ Bill Source

Source:

|E) save | [ RetumtoSearch| +5] Previousinlist | 4= 1=viniist | [ Notity |

Process Monitor

Process Instance: 18206

To Status

New Ready *New Bill Status:
Hold [CIcanceled
Pending

Include Consolidation Group

Business Unit:

Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

] ? &
@ NewWindow ? Help [& Personalize Page pr—

Ready Bill -

bupsz |a
LOCAL_REV @

|Enphddy| | Elulipdate/Dispiay,
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Step

Action

14.

The Change Status of Bills page displays.

Click the Process Monitor link.
Process Monito

Home | Workist | MuliChannel Console | Addto Favorites |

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

0 New Window ? Help [& Personalize Page

User D [kenvp1 a  Tyee - Last - 1 Days v Refresh
Server m v Name Q Instance to
en.vp
Run Status - Distribution Status ~ 7] Save On Refresh

Personaiize | Find | Viev 41 | E

Select Instance Seq. Process Type ProcessHome User  RunDatelTime BunStatus S o ™" petails
18206 SQR Report BIVCSTS Kenvpl 04/03/2013 1:38:48PM EDT Queued NiA Details
18205 Application Engine BIF0001 kenvp! 0410312012 1:32-15PM EDT Success  Posted  Details
13204 Application Engine AOG_DIS_INTF kenvp1 04103/2013 1:29:50PM EDT Success  Posted  Details
18194 Pslon ARUPDATE  kenvpi 04003(201311:36:30AMEDT  Success  Posted  Details
13187 PSlon ARUPDATE  kenupi 04/03/20131124:19AMEDT  Success  Posted  Details
18176 Pslon AOC WMAIN  kenvpt 0403(2013 11:17:01AMEDT  Success  Posted  Details
18165 PSlon ARUPDATE  kenvpi 04032013 10:6948AMEDT  Success  Posted  Defails
13158 Palon ARUPDATE  kenupi 04032013 10.5247AMEDT  Success  Posted  Detsils
18146 PSlon AOC WMAIN  kenvpi 04003(2013 10:49:1ZAMEDT  Success  Posted  Details

Go back o Bill Status Change
B save | [T Hotify

Process List| Server List

Sign out

=)

hitp

Step

Action

15.

The Process List page displays.

Click the Rc_afresh button.

16.

Click the Details link.
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WuliChannel Console | Add to Favorites

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

ENewWindow 7 Help [& Personalize Page B, hip

Process Detail

Process

Instance 18206 Type SQR Report
Name BIVCSTS Description Invoice Status Change
Run Status Success Distribution Status Fosted
[y Y st process
Run Control ID PSKF Hold Request
Location Server ‘Queue Request
Server PSUNX Cancel Request
© Bejete Requesi
Recurrence Restart Request
Request Created On 04/03/2013 1:38:51PM EDT Parameters Transfer
Run Anytime After 04/03/2013 1:38:48PM EDT Messa0e Log
Began Process At 04/03/2013 1:39:04PM EDT Batch Timings
Ended Process At 04/03/2013 1:3¢:17PM EDT View Log/Trace
[ OK—— || Cancel-|

Step Action

17. The Process Detail page displays.

Click the View Log/Trace link.

iew L ogTrace

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bills > Change Status of Bils

ENew Window 7 Help [& Personalize Page B htp

View Log/Trace

ReportID: 13392 Process Instance: 18206 flezzage Log
Hame: BIVCSTS Process Type: SQR Report
Run Status: Success

Invoice Status Change
Distribution Details

Distribution Node: PSUNIX Expiration Date: 04,

File List

Name File Size (bytes) Datetime Created

SQR BINCSTS 18206l0g 1535 04/02/2013 1:39:17.719210PM EDT
bilvcsts 18206.PDF 1652 04/03/2013 1:39:17.719210PM EDT
bilvests_18206.0ut 0 04/03/2013 1:39:17.719210PM EDT
Distribute To

Distribution ID Type Distribution 1D

User ken.vp1

| Retumn

hitp://oracleld.courts.state.md.us13080/ psrep 1333/ bitvests_182...
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Step Action

18. The View Log/Trace page displays.

Click the biivcsts_18206.PDF link.
[biivests 18206.PDF|

[1]r1 ] em o | A

Step Action

19. The Invoice Status Change Report displays in a separate window. This report
displays the bill(s) that were changed to a 'Ready" status.

Verify that the Status is "RDY".

Page 296



{ﬁ@

GEARS

General Enterprise And Resource Support

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Pecplesstt 81
INVDICE STATUS CRANGE RERORT

Status  Uait  Invoice Nusber Type Bill-To Customer Name Cumtomer Mumber Line Level Error Message

Faynent Teras GL AR

RDY  JUDS3 1b0booo1ia ISV Locsl Revesue - Lonsconi 1000000028 1D B oE W

Step

Action

20.

Click the Close Tab (Ctrl+W) button.

Home | Workist | WufiChannel Console | Addto Favortes |  Sign out

Favorites  Main Menu > Biling > Maintain Blls > Change Status of Bils

Enewwindow 7 Help & Personalize Page 8 hip

View Log/Trace

ReportiD: 13303 Process Instance: 18206 Message Lag
Name: BINCSTS ProcessType:  SQR Report
Run Status: Success

Invoice Status Change

Distribution Details

Distribution Node:  PSUNIX Expiration Date: |04
Name File Size (bytes Datetime Created
SQR BINCSTS 18206100 1,535 04/03/2013 1:39:17.719210PM EDT
bivcsts 1308 PR 1,652 04/03/2013 1:39:17.719210PM EDT
biivests 18206.0ut 0 04/02/2013 1:39:17.719210PM EDT
Distribution ID Type Z*Distribution 1D
User kenvp1

Return
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Step

Action

21.

The View Log/Trace page displays.

Click the R_eturn button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Biling > Maintain Bils > Change Status of Bils

Process Detail

Instance 18206 Type SQR Report
Name BIVCSTS Description Invoice Status Change
Run Status Success Distribution Status Posted
S
Run Control ID PSKF Hold Request
Location Server Queue Request

Cancel Request
© Delete Request

Server PSUNX

Recurrence

Restart Request
Request Created On 04/03/2013 1:38:51PMEDT Parameters Transfer
Run Anytime After 04/03/2013 1:38:48PM EDT Message Log
Began Process At 04/03/2013 1:39:04PM EDT Batch Timings

Ended Process At 04/03/2013 1:39:17PM EDT Wigwlogiraced

OK Cancel

ENew Window ? Help [ Personalize Page B htp

Step

Action

22.

The Process Detail page displays.

Click the O_K button.
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ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Bilng > Maintgin Bls > Change Status of Bils
{0 New Window ? Help [& Personalize Page |2, hiip

.’ P ».Min.‘ Senver List

User ID|kenvp1 Q Type v Last v 1 Days - Refresh
Server v Name | @ instance | to |
Run Status v Distribution Status - Save On Refresh

Distribution

Select Instance Seq. Process Type Process Hame User  RunDatelTime RunStatus o = Details
18206 SQR Report BIVCSTS kenvp1 04/03/2013 1:38:48PM EDT Success Posted Defaig
18205 Application Engine BIIFO001 kenvp! 04/03/2013 1:32:15PM EDT SBuccess Posted Details
18204 Application Engine AOC_DIS_INTF kenvpi 04/03/2013 1:29:50PM EDT Success Posted Details
18194 P8Job ARUPDATE kenvp! 04/03/2013 11:36:30AM EDT SBuccess Posted Details
18187 PSJob ARUPDATE kenvpl 04/03/2013 11:24:19AM EDT Success Posted Details
18176 PSJob AOC MAIN kenvp1 04/03/2013 11:17:01AM EDT Success Posted Details
18165 P&8Job ARUPDATE kenvp! 04/03/2013 10:59:48AM EDT SBuccess Posted Details
18158 PSJob ARUPDATE kenvpl 04/03/2013 10:52.47AM EDT Success Posted Details
18146 PSJob AOC MAIN ken.vp1 04/03/2013 10:49:12AM EDT Success Posted Details

Go back to Bill Status Change
& save [Z] nNotify

Process List| Server List

hitp://oracleld courts.state.md.us13080/ psp/fstst/EMPLOYEE/ERP/h/Ptabs=... |

Step Action

23. The Process List page displays.

Click the Save button.

24, You have successfully completed the Updating the Invoice Status to Ready topic.

You have learned to:

- change the Bill Status

- generate an Invoice Status Change report for review
End of Procedure.

8.5 Running the Single Action Invoice Process

Running the Single Action Invoice job includes several processes. The bills must have a status of
"RDY" (Ready to Invoice) before this process is run. The first process, Finalization, creates the
invoice and PDF file for printing, should you choose to print. The next will create the accounting
lines for the Revenue distribution.

After completing this topic, you will be familiar with how the:

o Bill status is changed from 'RDY" (ready) to 'INV" (invoiced).

e The Change Status of Bills report is generated in the Finalize and Print process for
review.

e The"Load GL Accounting Entries"” reports are available for review in the process
monitor.
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Procedure

In this topic, you will learn how to execute single action invoice process and review through a
report.

Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Billing menu.

| &3 Biling 3
4, Click the Generate Invoices menu.

| [1 Generate Invoices P|
5. Click the Non-Consolidated menu.

| (1 MWon-Consolidated F|
6. Click the Single Action Invoice menu.

| [=] single Action Invoice |

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Biling > Generate Invoices > Non-Consoidated » Single Action Invoice

I New Window  ? Help 5, hitp
Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values,

.‘i d an Existng Va ‘-" Add a New Value

|~ Search Criteria

Run Control ID: begins with v

[CIcase Sensitive

‘Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

7. The Single Action Invoice search page displays.

Click the Add a New Value tab if there isn't an existing value available.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

& New Window 7 Help . hiip

Single Action Invoice

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter
"Local_Revenue". However, for this example, enter "PSBIP."

9. Click the Add button.
Add
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ORACLE
Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Single Action Invoice Print Options:

GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

ENew Window [ Personalize Page B, http

Run Control ID: PSBIP

Report Manager Process Monitor

 Public Voucher Number

5 save [\ ReturntoSearch [=] Notify

Single Action Invoice | Print Options

Language: |English x| @ {Specified © Recipient's
Selection Parameters Find | view a1l First K 1011 1 Last
Seq Nbr: 1 =
© Processing Date
@ User Defined 0110472013 5
© Do Not Post @ Batch Standard
Businss Unit [upsz @
 m © Invoice ID
© Bill Cycle € CustiD
€ Date Bill Added  Bill Type
 Range ID  Bill Source

Run

[Er Add Update/Dispiay.

Step Action

10. The Single Action Invoice page displays.

Click the Processing Date radio button.
| T Processing Date|

11. Click the Batch Standard radio button if it

| # Batch standard |

is not already selected.

12. Click the Invoice ID option.

T Invoice ID
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

FNewWindow ? Help [ Personalize Page T hitp

© Public Voucher Number

& save [\ ReturntoSearch [=] Notify

Single Action Invoice | Print Options

Run Control ID: AGING_SUN_RPT ReportManager Process Monitor ity
Language:  English v @ Specified © Recipient's

Seq Nbr: 1 =

@ Processing Date

© User Defined

© Do Not Post @ Batch Standard
Business Unit e

© A @ Invoice ID ) 7

© Bill Cycle © CustD From Invoice:

© Date Bill Added ©) Bill Type To lnvoice:

© Range ID © Bill Source

Ex Add

{ipdate/Displa

Step Action

13. Enter the appropriate Business Unit info

this example, enter "JUD52".

rmation into the Business Unit field. For

14.
Enter "0000000004".

Enter the Credit Invoice number you previously created into the From Invoice field.

15. Click the Save button.

16. Click the Bills To Be Processed icon.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign ot
Favorites = Main Menu > Billng > Generate Invoices > Non-Consoidated > Single Action Invoice

& New Window [ Personalize Page

Saved |
Bills To Be Processed

Personaiize | Find | View Al B | 35 Firt K g o4 I (ost
BIUNit Invoice Status  Customer Inv Layout Layout Type  Bill To Media
JUDS2 0000000004 RDY  Jupsz XMLPUB x Print Copy

Return

Step Action

17. The Bills To Be Processed page displays.

Review the lines being processed.
Click the Return button.

18. Click the Run button.
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated » Single Action Invoice

FnewWindow ? Help [ Personalize Page T hitp

Process Scheduler Request

UserID: andrew.somers Run Control ID: AGING_SUM_RPT
Server Name: - Run Date:[07/032013 |5
Recurrence: - Run Time:[124:10PM | | Resetto GumentDate/Time |
TimeZone:|  |Q
Select Description Process Hame Process Tvpe “Type ‘Format Distribution
=} AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) ~ (Nonme) ~ Distribution
[]  AOC Circuit & District Courts AQC_MAIN PSlJob (None) | (None) + Disiribution
[F]  Pre-process &Finalization BINC00D Applicaion Engine  Web = TXT v Distibution
S—
OK Cancel

Step

Action

19.

the Process Scheduler Request page displays.

Click the Select option for AOC Circuit & District Courts.

20.

Click the O_K button.
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MultiChannel Console Add to Favorites

Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

& New Window [ Personalize Page aved
Single Action Invoice [ T HCEN

Run Control ID: PSBIP Report Manager Process Monitor
Language: |English =] © specified © Recipient's
Selection Parameters

Seq Nbr: 1 =
Invoice Date Option

Process Instance: 13282

woan First K1 4.ora O Last

@ Processing Date

 User Defined

Posting Action

© Do Not Post Batch Standard

S S— Business Unit: HuDs2 (&
@ an © Invoice ID

€ Bill Cycle € CustiD

 Date Bill Added  Bill Type

 Range ID  Bill Source

 Public Voucher Number

| B save | |2 Retumtosearch  [Z] wotity |

Single Action Invoice | Print Options

Step Action

21. Click the Process Monitor link.
Process Monito

Home | Workist | WuliChannel Console | Addto Favorfles |  Sign out
Favorites  Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice
EINewWindow [ Personalize Page &L http
user ID|kenvp1 aQ Type | o [Last =1 [ 2 [Days =l

server | =l Hame | @ Instance o
Run Status - Distribution Status =] [ saveOnRefresh

Process List

Personalize | Find | First E1 43073 I Last
Select Instance Seq. Process Type :;‘:“'%“ User  Run DatelTime Run Status o0 | erais
= 13348 PSJob BLJOBO3 kenwpl 01/07/2013 11:33:26AM PST Success Details
= 13282 PSJob BLIOBO3 |ken.vp1 |01/07/2013 10:39:12AM PST Cancel NIA Details
[ | 13281 SQR Report BIIVCSTS kenwvp1 |01/07/2013 10:35:33AM PST Success Posted Details

Go back to Single Action Invoice

B save| [ Motity

Process List | Server List
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Step Action

22. The Process List displays.

Click the Refresh button until the Run Status and Distribution Status are changed.

23. Click the Save button once the Run Status is "Success" and the Distribution
Status is "Posted".
El save
24, To make the invoices to be viewable in the customers account, run the Single

Action Invoice process.

25. You have successfully completed the Run the Single Action Invoice Process topic.

You have learned to:

- execute the single action invoice process
- generate report for review

End of Procedure.

8.6 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer's account.
The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.

After completing this topic, you will learn how to:
e Process the Run AR Update (ARUPDATE)
Procedure

In this topic, you will execute the AR update (ARUPDATE).
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Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

2. Click the Accounts Receivable menu.

| ] Accounts Receivable * |
3. Click the Receivables Update menu.

| 1 Receivables Update k |
4, Click the Request Receivables Update menu.

| |=] Request Receivables Update |

me | Workist | MuliChannel Console | Addto Favorites |  Sign out

Ho
Favorites = Main Menu > AccountsReceivable > ReceivablesUpdate > Request Receivables Update

ENew Window  ? Help &, hitp
Request Receivables Update
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

|~ Search Criteria

Run Control ID: begins with ~

[Clcase sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

5. The Request Receivables Update page displays.

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a
new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.
| Add a New Value |

6. Enter the desired information into the Run Control ID field.
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Step

Action

7.

Click the A_dd button.
Add

ORACLE

Favorites - Main Menu > AccountsRecevable »> Receivables Update » Request Receivables Update

Receivable Update Request Options

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout

B New Window [ Personalize Page B, http

Run Control ID:  PSBIP

Y Find | View Al First K1 1071 I Last
“Group Unit: [aupsz |a =E
Process Frequency: Aways 51 -High Balance Basis Date: [Runpate 5]
*Accounting Date From: 01012012 [4  +pccounting Date To: [o170312013 |50
I¥ User Defined Last Run On;

[ Payment Performance
 pso Calculation Year: Period:
™ SubCustomer

B save | & RetumtoSearch | [Z] Hotify

Receivable Update Request | Options

Reporiilanagel Process Monitor

Run

01/03/13 3:30:32PM
Process Instance:
13039

Ex Add Update/isplay:

[Main Content]

Step

Action

Make sure the Run Control settings are consistent with the values and selections in
the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Click the Run button.
Run
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update
ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

Step Action

9. The Process Scheduler Request page displays. Use this page to enter and schedule
your request.

Click the O_K button.

10. Click the Process Monitor link.
Process Monito
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

7 New Window & Personalize Page &) hitp |

useriDkenvp1 a e | =] [Last 2 [oas 5] Refresh
server konp! T 5 mame| @ Instance to
Run Status| =l oistibutionStatus [ =] I Save OnRefresh
Bl First Bl 4.16 07 16 I ast
Select Instance Seq. Process Type :;i% User Run Date/Time Run Status W Details
| PSJob ARUPDATE |kenvp1 |01/04/201310:49:38AMPST  |Processing | NIA Detais |
F 13141 PSJob ARPREDCT |kenvp! |01/04/2013 1042.07AMPST  |Success  |Posted | Details
13137 PSJob ARPREDCT |kenvp! |01/0422013101959AMPST  |Success  |Posted  Details
F 13138 Application Engine AR_PAYLOAD |kenvp1 |01/04/201310-18:19AMPST  |Success  |Posted | Details
= 13081 PSJob ARUPDATE |kenvp! |01/03/2013 535:07PMPST  Success  |Posted  Details
I 1307s PSJob ARPREDCT |kenwpl |0103/2013 5:34:48PMPST |Success  |Posted | Details
= 13074 Application Engine AR_PAYLOAD kenvp1 |01/03/2013 5:3200PMPST  Success  |Posted  Defails
m 13087 PSJob ARUPDATE |kenvp! |01/03/2013 52353PMPST  |Success  |Posted | Details
© 13082 PSJob ARPREDCT |kenwpl |01/03/2013 5:20:58PMPST Success  |Posted  Datails
= 13088 PSJob ARUPDATE |kenvp1 |01/03/2013 510:03PMPST |Success  |Posted | Details
F 13085 Application Engine AR_PAYLOAD kenvp1 |01/03/2013 5:07:58PMPST  Success  |Posted Details
T 13048 PSJob ARUPDATE |kenwpl |0103/2013 3:36:28PMPST |Success  |Posted | Details
I 13042 PSJob ARPREDCT |kenvp! 01032013 33300PMPST Success  |Posted  Defails
F 130w PSJob ARUPDATE |kenwpl |0103/2013 329:33PMPST |Success  |Posted | Datails
= 13030 PSJob ARUPDATE |kenvp1 |01/03/2013 307:24PMPST Success  |Posted Details
F 13020 Application Engine AR_PAYLOAD |kenvp1 |01/03/2013 305:07PMPST |Success  |Posted | Details i
. &
Step Action

11.

Click the Refresh button.

The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have learned to:
- execute the AR Update process
End of Procedure.

You have successfully completed the Run AR Update topic.

8.7 Creating a Refund Worksheet

This step in the process involves creating a Maintenance Worksheet to mark the open items
(invoices) as refunds so they can be picked up by the Request Refund Item process to load to AP
for disbursement. In this topic, you will create a refund maintenance worksheet.

After completing this topic, you will be able to:

Procedure

create a maintenance worksheet for marking open items as refunds
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In this topic, you will create a refund worksheet.

e’

GEARS

General Enterprise And Resource Support

Step Action

1. Navigate to the Create Worksheet page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Accounts Receivable menu.

| ] Accounts Receivable "’|
4, Click the Receivables Maintenance menu.

| (1 Receivables Mzintenance P|
5. Click the Maintenance Worksheet menu.

| (1 Maintenance Worksheet F|
6. Click the Create Worksheet menu.

| £ create Worksheet |

ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites  Main Menu > Accounts Receivable > Recewvables Mantenance > Maintenance Worksheet > Create Worksheet

Create Worksheet

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

[ Find an Exsting Value [ ERTACITD

Worksheet Business Unit: = ~ | Q
Worksheet ID: begins with
User ID: begins with Q

[Clcase sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value

& New Window &, hitp
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Step Action

7. The Create Worksheet search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites ~ Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

ENewwindow  ? Help Einttp
Create Worksheet

Find an Existing Value .' Add 3 New Va ‘».‘

Worksheet Business Unit:| Q
Worksheet ID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tab displays.
Enter the desired information into the Worksheet Business Unit field. Enter
"juds3".
9. Click the Add button.
Add
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| Work |

Favorites = Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

MultiChannel Console |  Addto Favorites | Sign out

FNewWindow ? Help [ Personalize Page B nttp ~

Unit: JUD53
Customer Criteria

Worksheet ID:

*Customer Criteria:

Find |

iew Al First I 4 of ¢

: =
CustiD: a Business Unit: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetiD: Corporate ID:
Rate Type: CRRNT | Acctg Date: 040312013
MICR ID: | LinkMICR |
Add (Alt+1) L
Reference Criteria
‘ReferenceCriteria: [EIEEEES Personaiize | Find | View Al | First £ 104 3
Mone -
- Restct 10: Qual Code Reference P —
All Gustomers Bl Q | Q
“Match Rule:
Exact Match -
Anchor BU:
Q

Item Inclusion Options
@ Al ltems
Exclude Deduction items

© Deduction Items Only
Exclude Collection ltems.

© Items in Dispute Only

Exclude Dispute ltems
Acctg Date From: T\ Acctg Date To: I m\ U
[ e [ [ e

AR Specialist: Deduction Reason: Broker ID:

Worksheet Action

Created Date/Time: Number of items in worksheet: o

Step Action

10. The Worksheet Selection page displays.

Click the Look up Cust ID button.

Name 1:
Credit Analyst:
Remit From Customer: begins with

begins with ~

begins with

Ship To Customer:  begins with

Corporate Customer: _begins with
City: begins with
State:

Postal Code:

begins with

begins with

| Lookup || Clear || cancel |pasic Lookup

Search Results
l\ﬁew 100

Remit From  Ship1
Name 1 Analyst Customer Custc

(blank) |DEFAULT DEFAULT 1000000001 ¥
(blank)

Customer ID Short Hame

BHARE 1000000001 AnnArundOM
SHARE 1000000002 test333

Hame 1

Alternate Credit
= Collector

Anne Arundel Office Management
test customer 333

SHARE 1000000003 OTC222Tst1
SHARE 1000000004 OTC222TST2
SHARE 1000000005 Michelle G
SHARE 1000000006 OTC232CUS1
SHARE 1000000007 OTC232CUS2
SHARE 1000000008 DEFERRED P
SHARE 1000000009 DEFER-TWO
SHARE 1000000010 Local Cust
SHARE 1000000011 Escrow loc
SHARE 1000000012 Burt Reyno
SHARE 1000000013 Escrow Cus
SHARE 1000000014 John Doe L
SHARE 1000000015 Corporate
SHARE 1000000022 NEW

SHARE 1000000023 Midiand
SHARE 1000000024 Lonaconin

OTC222 TestCustl DR
OTC222 TestCust?2 DR
Michelle Gunter

OTC232 TestCust1
OTC232 CUST2
DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111
Escrowlocal 222

Burt Reynolds

Escrow Customer 1

John Doe Local Cust
Corporate Surety Customer 1
Jane Dog

Local Revenue - Midland
Local Revenue - |

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

#ICRowl7);

DEFAULT DEFAULT 1000000005 Y
DEFAULT|DEFAULT|1000000006 Y
DEFAULT DEFAULT 1000000007

DEFAULT|DEFAULT|1000000008 Y
DEFAULT DEFAULT 1000000009

DEFAULT|DEFAULT|1000000010 N
DEFAULT DEFAULT 1000000011 N

DEFAULT DEFAULT 1000000015 Y
DEFAULT|DEFAULT|1000000022 N
DEFAULT DEFAULT 1000000023

DEFAULT|DEFAULT|1000000024 N
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Step

Action

11.

The Look Up Cust ID window displays.

Click the Local Revenue - Lonaconing link.

|Lnn::a| Revenue - Lunacnninu|

12.

Click the Build button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet > Create Worksheet

B New Window ? Help [ Personalize Page &, hip

Worksheet Application Anchor Information
Unitt  JuDS3 Worksheet ID: 304 Currency: Accounting Date: 04003/2013  Reason Code: Q
Display Control
Entry Type: Ofisetan tem - Choice: Select Range - Display: All tems - Go | &
Reason: Q Range: Go
i Personalize | Find | View A1 | B8 | 28 First £ g o4 O [as
(S0 Detai2 | Defail3 ) Delai4 [ Detais | Dolail6
View Detail ;z’: Sel  MemBalance  Currency ttem 1D Line Type Reason unit Customer
B h B -40.00] USD 1000000129 a Q Jups3 1000000024 =1
ehleidic fi Group View
Balance
o 0000 cr 0000 Adip 0,000 Net 0,000 wo: 0000 Rel: 0,000
Selection v PP ction © View Audit L ogs

Save £\ Returnto Search Notify Refresh
=] & = o

Step

Action

13.

The Worksheet Application page displays.

Click the Look up Reason Code button.

=

14.

The Look Up Reason Code window displays.

Click the LOCALREV link.
LOCALREV]

15.

Click the Entry Type list.
| Offset an Item - |

16.

Click the Refund A Credit list item.
Refund & Credit
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Step Action
17. Click the Look up Reason button.
Up Reason
Search Results
m
Step Action
18. The Look Up Reason window displays.
Click the LOCAL link.
19. Click the Sel option for the line item you want.
20. Click the Refresh button.
7% Refresh
21. Click the Save button.
22. Click the Worksheet Action link.

Enrksheemdmd
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet > Create Worksheet

ENewwindow 7 Help [ Personalize Page [ htip
Worksheet Action

Unit:  JUD53 ‘Worksheet ID: 394 Accounting Date: 04/03/2013

Status: Do NotPost

Delete Worksheet i Action: Do Not Post - OK Create/Review Entries.

Worksheet Selection

Workshest Action

B save | L\ ReturntoSearch [ Netify

Step

Action

23.

The Worksheet Action page displays once again.

Click the Action list.
| Do Not Post - |

24.

Click the Batch Standard list item.

Batch Standard

25.

Click the OK button.

26.

Click the Save button.

217.

You have successfully completed the Creating a Refund Worksheet topic.

You have learned how to:
- navigate through and create a refund worksheet
End of Procedure.

8.8 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer’s account.
The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.
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It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.

After completing this topic, you will learn how to:
e Process the Run AR Update (ARUPDATE)
Procedure

In this topic, you will execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

2. Click the Accounts Receivable menu.

| ] Accounts Receivable * |
3. Click the Receivables Update menu.

| 1 Receivables Update P|
4, Click the Request Receivables Update menu.

| |=| Request Receivables Update |
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Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

T Add a New Value

~ Search Criteria
Run Control ID: begins with ~

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Training Guide

AR230 — Managing Customer Billing,
Receivables and Customer Payments —

District Court

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

I New Window 7 Help . hiip

Step

Action

The Request Receivables Update page displays.

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a

new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.

| Add a New Value |

Enter the desired information into the Run Control ID field.

Click the Add button.
Add
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > AccountsReceivable > Receivables Update > Request Receivables Update

Receivable Update Request Options

Run Control ID:  PSEIP Heporfifanaged Process Monitor Run
Process Request Parameters. Find | View Al First K 10r1 O Last
*Group Unit: HUDS52 | =
Process Frequency: Always ~ *High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01/03/2013 [
Customer History Options Last Run On
I User Defined Last Run On:
[+ Payment Performance 01103113 3:30:32PW
FDsO  Calculation Year: Period: Process Instance:
™ SubCustomer 13039
& save [\ ReturntoSearch [=] Notify E¥ Add Update/Display:
Receivable Update Request | Options

ENew Window [ Personalize Page B, http

Step

Action

Make sure the Run Control settings are consistent with the values and selections in
the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Click the Run button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsReceivable > Receivables Update > Request Receivables Update

ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

The Process Scheduler Request page displays. Use this page to enter and schedule

your request.

Click the O_K button.

10.

Click the Process Monitor link.

Process Monito
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ORACLE

Favorites ~ Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

.’ 8 iy».-_miw.‘ Senver List

é@
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

7 New Window & Personalize Page &) hitp |

User ID ken vp1 Type =] [Last - 2 [Days
‘ & e I J I [Main Content| I
Server ke 1 - Name Q Instance to
en.vp’
Run Status| = Distribution Status >| F save OnRefresh

| Refresh

B First Bl 416 0f 16 1 ast
Select Instance Seq. Process Type :;i% User Run Date/Time Run Status W Details
I W 13151 PSJob ARUPDATE  ken.vp1 |01/04/2013 10:49:38AM PST Processing  N/A %LISI
= 13141 P8Job ARPREDCT |kenwp1 |01/04/2013 10:42:07AM PST Success Posted Details
[} 13137 PSJob ARPREDCT |kenwpl |01/04/2013 10:19:59AM PST Success Posted Details
T 13136 Application Engine AR_PAYLOAD kenvp1 |01/04/2013 10:18:19AM PST Success Posted Details
[} 13081 PSJob ARUPDATE | kenwpl |01/03/2013 5:36:07PM PST Success Posted Details
= 13076 PSJob ARPREDCT |ken.vp1 |01/03/2013 5:34:48PM PST Success Posted Details
= 13074 Application Engine AR_PAYLOAD kenvp1 |01/03/2013 5:32:00PM PST Success Posted Details
= 13067 PSJob ARUPDATE |kenwvpl |01/03/2013 5:23:53PM PST Success Posted Details
| 13063 PSJob ARPREDCT | kenwp1 |01/03/2013 5:20:58PM PST Success Posted Details
= 13056 P8Job ARUPDATE |kenwp1 |01/03/2013 5:10:03PM PST Success Posted Details
[} 13085 Application Engine AR_PAYLOAD kenwvp1 |01/03/2013 5:07:58PM PST Success Posted Details
= 13048 PSJob ARUPDATE |kenvp1 |01/03/2013 3:36:28PM PST Success Posted Details
| 13044 P&8Job ARPREDCT |kenwp1 |01/03/2013 3:33:00PM PST Success Posted Details
= 13037 PSJob ARUPDATE |kenvp1 |01/03/2013 3:29:33PM PST Success Posted Details
| 13030 P&8Job ARUPDATE | kenwp1 |01/03/2013 3:07:24PM PST Success Posted Details
= 13029 Application Engine AR_PAYLOAD [kenvp1 |01/03/2013 3:05:07PM PST Success Posted Details o
. o
Step Action

11.

Click the Refresh button.

The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have learned to:
- execute the AR Update process
End of Procedure.

You have successfully completed the Run AR Update topic.

8.9 Verifying the Customer's Account

After the item (invoice) is marked for a refund, this is reflected on the customer’s account. You
should see the refund amount "cancel out™ the item amount when viewing the item on the

customer's account, which in this case is a court Business Unit. In this topic, you will verify the
customer's account.

After completing this topic, you will be familiar with:

Procedure

Verifying a customer's account
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In this topic, you will learn how to review and verify a customer account.

Step Action

1. Navigate to the Account Overview page.

Click the Main Menu button.

2. Click the Menu sort button.

[= 1
3. Click the Accounts Receivable menu.

| (1 Accounts Receivable ']
4, Click the Customer Accounts menu.

| 3 Customer Accounts k |
5. Click the Customer Information menu.

| (1 Customer Information * |
6. Click the Account Overview menu.

| [=] Account Qverview |

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Account Overview

.' Bala '-=—‘-‘ Profile Customer Action Customer Trend 1 Customer Trend 2 Customer Trend 3

{0 New Window ? Help [& Personalize Page |2, hiip

SetiD: SHARE Q_ ynit: JUDS3 |2, Customer: Juns3 Q. Baltimare County District Courr"Level: Mo Relationship
SetlD Description
Balances | Pro ner Trend 1 | Customer Trend 2 | Customer Trend 3

— SHARE CORPORATE SETID

- S
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Step

Action

7.

The Account Overview search page displays.

Enter the desired information into the Unit field. Enter "JUD53",

Click the Look up Customer button.

Credit Analyst:

begins with

Remit From Customer: begins with

Ship To Customer:

begins with

City: begins with

State: begins with

Postal Code:

M
M
M
Corporate Customer:  begins with = [
M
M
M

begins with

| LookUp | Clear | Caneel |Basiclookup

Search Results
View 100

CustomerID Short Name

HBGO5EGEEE AnnArundOm
1000000002 test333
1000000003 OTC222Tst1

Name 1

Anne Arundel Office Management
test customer 333

0TC222 TestCust DR

1000000004 OTC222T5T2

0TC222 TestCust? DR

1000000005 Michelle G
1000000006 OTC232CUS1
1000000007 OTC232CUS2
1000000008 DEFERRED P
1000000009 DEFER-TWO
1000000010 Local Cust

Michelle Gunter

0TC232 TestCustl

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111

1000000011 Escrow loc

Escrow local 222

1000000012 Burt Reyno
1000000013 Escrow Cus
1000000014 John Doe L.
1000000015 Corporate
1000000022 NEW
1000000023 Midland
1000000024 Lonaconin
1000000025

Burt Reynolds

Escrow Customer 1

John Doe Local Cust
Corporate Sursty Customer 1
Jane Dog

Local Revenue - Midland
Local Revenue - Lonaconing
Local Revenue - County

HName 2

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

blank)

Alternate Customer Credit

Hame 1
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
(blank)
(Blank)
blank)

<

javascript:doUpdateParent{document wind, #ICRow17);

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
ctive

Callector BEMitFrom shi
Analyst Customer |Cu

DEFAULT DEFAULT 1000000001 Y
DEFAULT|DEFAULT|1000000002 N
DEFAULT DEFAULT 1000000003 Y
DEFAULT|DEFAULT|1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT|DEFAULT| 1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT|DEFAULT| 1000000008 Y
DEFAULT DEFAULT 1000000009 Y
DEFAULT|DEFAULT|1000000010 N
DEFAULT DEFAULT 1000000011 N
DEFAULT|DEFAULT|1000000012 Y
DEFAULT DEFAULT 1000000013 N
DEFAULT|DEFAULT|1000000014 N
DEFAULT DEFAULT 1000000015 Y
DEFAULT|DEFAULT|1000000022 N
DEFAULT DEFAULT 1000000023 N
DEFAULT|DEFAULT|1000000024 N

Action

The Look Up Customer window displays.

Click the Local Revenue - Lonaconing link.

|Lﬂ|:al Revenue - Lunacnninu|

10.

Click the Search button.
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Home | Workist | MuliChannel Console | Addto Favorites Sign out
Favorites - Main Menu > Accounts Recevable > Customer Accounts » Customer Information > Account Overview
ENew Window ? Help [ Personalize Page B, htip ~
Profile | Customer Acion |/ Customer Trend1 |/ Customer Trend2 |/ Customer Trend 3
——S
SetiD: SHARE Q. ynit  MUDS2 Q. Customer: [ Q| ocal Revenue - | ing*Level: Ne Refationzhip - ]
Add Conversation Display Curreney
Most Recent Activity
ltem 1D Date Amount Currency Amount Currency
ftem ID 1000000129 04/02/2013 -40.00 usD -40.00 usD
Count Amount Currency Amount Currency
Pav History Davs: 0.00
Credit Limit 0.00 usD 0.00 usD L
Balance o 0.00 usD 0.00 usD
2 era —— 0 0.00 usD 0.00 usD
Deductions 0 0.00 usD 0.00 usD
Disputed 0 0.00 usD 0.00 usD
Doubtful 0 0.00 usD 0.00 usD
Colledtions 0 0.00 usD 0.00 usD
Vendor Balance 1 4000 usD 40,00 usD
Draft Amount 0 0.00 usD 0.00 usD
High Balance YTD 0.00 usD 0.00 usD
Sales YTD 0.00 usD 0.00 usD
Last Year Sales 0.00 usD 0.00 usD i
[ v usied Falanes, | PayBatance by Credit carg
Summary Aging
javasc ction_wind{(doc “ITEM_DRILL_WRK_BALANC... - o

Step Action

11. The search results displays below.

Click the Balance link.

Home | Workist | MultiChannel Console Add to Favorites Sign out
Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

ENewWindow 7 Help [& Personalize Page B, htp

[T - Advanced Search
SetiD: BHARE Q. ynit; JUD53 & customer: 1000000024 Q. Local Revenue - Level: No Relationship -
*Status: Open hd | search | Advanced Search

Add Conversation

Row Selection Item Action
[ | SeletAll | DeselectAl Seledt Action

Search Result Totals

Debits:

Credits:

Total:

Selected: Currency:

Cancel |

Item List| Advanced Search
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Step Action

12. The Balance - Item List displays.

Click the Status list.
| Cpen - |

13. Click the All list item.
[l |

14, Click the Sea_rch button.

15. Click the 1000000129 link.
1000000129

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

ENew Window ? Help [ Personalize Page B, htip ~
FETRMN Defail2 | Detail3 | lfem Acivily [ flem Accounting Entries " fiem Audi History

Unit: JuD53 Customer: H000000024 Local Revenue - Lonaconing

Item ID: 1000000129 Line: Days Late: 1 Status: Closed

Accounting Date: 04i02/2013 Balance: 000 usp  Billing Unit: JuD53 Detail

Entry Type: cR Original Amount: -40.00 USD

Entry Reason: OTHER

AR Dist Info: AR
Discount Options ‘Customer Relations

Due Date: 04/02/2013 Due Days: [Cpispute Reason: Q  Date: B
Terms: IMWED @ Discount Days: Dispute Amount:

Discount Amount: ShowlemBetal™ ] pate: : [[] peduction Reason: Q  Date: [
Discount Amount 1: [ ] opaen [ Doubtful

m

[T] Arways Allow Discount [FIcollection Code: Q  Date: B
As Of Date: 0410212013 Posted: 04103/2013 Analyst: DEFAULT Q. Default Credit Analyst
Collector: [pEFALLT |
Payment/Draft Options DEFAULT Q. Default Collector
Payment Method
AR Specialist:  la
Draft Type: [ Preapproved?
Create Document?
Direct Debit Profiie 0: : Revaluation Flag [7] Available for Netting

One Item per Draft?

AOC Custom Data

Surety Customer: [T Address Location | Q

Case #[Citation # [ CashRegisterld  |RCS-279 Q

District Location: [DEFALLT @ Receipt# e

Treasury Code: ] Case Type: - TN
Qnlit Add £ Afigwe Buiddit | nne -
< il »

Step Action

16. The List Item - Detail 1 page displays.

Click the Item Activity link.

Page 326



Training Guide

QQ} GEARS AR230 — Managing Customer Billing,
General Enterprise And Resource Support Receivables and Customer Payments —

District Court

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

0 New Window ? Help [& Personalize Page |2, hiip

Detail 1 ( Detail 2 )/ Detail 3 .m ltem Accounting Entries "/ flemn Audit History
Unit: JuDs3 Customer: 11000000024 ocal Revenue - Lonaconing
Item 1D: 1000000129 Line: Days Late: 1 Status: Closed
Balance: 0.00 usD
——— Find | View Al First Kl 42072 1 (ast
Sequence: 1 Accounting Date: 04/02/2013 Posted Date: 04102/2013
Entry Type CR Reason: OTHERWorksheet Reason: Voucher ID:
Document: Amount: -40.00 USD
Group Unit: JuD53 Group ID: 91 Billing
Sequence: 2 Accounting Date: 04/03/2013 Posted Date: 04/03/2013 Refund Detail
Entry Type RC Reason:  LOCAL Worksheet Reason: LOCALREV Voucher ID: 00000097
Document: Amount: 40.00 USD
Group Unit: JUDS3  Group ID: 394 Maintenanc Match Group ID: 22993
Split Add Conversation View Audit Logs
oK Cancel Apply.

Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | tem Audit History

Step

Action

17.

The Item Activity tab displays.

This tab shows the credit invoice from Billing and the Accounts Receivable refund.
Review this information.

18.

Click the OK button.

19.

The Item List page displays.

Click the Cancel button.
Cancel

20.

You have successfully completed the Verifying the Customer's Account topic.

You have learned how to:
- Navigate to and verify a customer's account
End of Procedure.

8.10 Loading to AP for Voucher Creation

In this topic, you will load to AP to create a voucher. This step uses delivered functionality to
"refund" the "customer's" on-account open-item.

After completing this topic, you will be able to:

Load to AP to create a voucher
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Procedure

In this topic, you will load to AP to create a voucher.

Step Action

1. Navigate to the Refunds page.

Click the Main Menu button.

2. Click the Menu sort button.

[= ]
3. Click the Accounts Receivable menu.

| ] Accounts Receivable "’|
4, Click the Receivables Maintenance menu.

| (1 Receivables Maintenance F|
5. Click the Refunds menu.

| [ Refunds |
6. Click the Request Refund Item menu.

| [~ Request Refund Item |

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsReceivable » ReceiablesMaintenance > Refunds > Request Refund Item

FNew Window B hitp
Request Refund ltem

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

[ T an Cizina value T TERERT)

Run Control ID: begins with ~

[Clcase sensitive

Search Glear  |pasic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step

Action

7.

The Request Refund Item search page displays.

Click the Search button.

Click the PSBI1P1000000050 link.
[PSEIP1000000050]

OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favorites  Main Menu > Accounts Receivable > Recewvables Mantenance > Refunds > Request Refund Item

FNew Window [ Personalize Page B} hitp

Refunds

Run Control ID: ~ PSBIP1000000050 Heport Manager Process Monitor

Unit: Q

[T] Load Directly to AP

B Save | [ RetumtoSearch | [+5] Previousinist 5 | =) woiiy | EvAdd| |2

Step

Action

The Refunds page displays.

Enter the desired information into the Unit field. Enter "jud52".

10.

Click the Load Directly to AP option.
| C Load Directly to AR

11.

Click the Run button.
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ORACLE

é’;@

GEARS

General Enterprise And Resource Support

| Workist | MuliiChannel Console | Addto Favorites |  Sign oul

Home:
Favorites = Main Menu > Accounts Receivable > Recewables Mantenance > Refunds > Request Refund Item

& New Window [& Personalize Page

Process Scheduler Request

Saved

User ID: kenp1 Run Control ID: PSEIP1000000050
Server Name: [N ~ Run Date: [02/19/2013 [
Recurrence: - Run Time:[4.58:02PM | Resetto CurrentDale/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format Distribution
AR_REFUND AR_REFUND Application Engine ~ Web = TXT v Distribution
oK Cancel
Ok (Enter)

12.

The Process Scheduler Request page displays.

Click the O_K button.

13.

Click the Process Monitor link.
Process Monito
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ORACLE
| Workist | MuliiChannel Console | Addto Favorites |  Sign oul
Favorites - Main Menu > AccountsReceivable » ReceiablesMaintenance > Refunds > Request Refund Item

Sone s

B New Window [ Personalize Page B, http

Actions.
user D fenwp1 a  Type v Last - 1 Dap v Refiesh
Server v Name ‘ aQ Instance ‘
Run Status - Distribution Status ~ 7] Save On Refresh

Personaize | Find | view A1 | B | 2

Process Distribution

Select Instance Seq. Process Type User  Run DatelTime Run Status Details

Name Status.
16330 Application Engine AR_REFUND kenwp1 02A9/2013 4:58:02PM EST Queued NiA Details
16322 PSJob ARUPDATE |kenwp1 |02A9/2013 4:54:38PMEST Success Posted Details
16315 PSJob ARUPDATE |kenwp1 |02M9/2013 4:46:30PMEST Success Posted Details
16302 PSJob BUORD3  |kenwpl (021972013 4:41:41PMEST Success Posted Details

Go back to Request Refund liem
&) save [=] Notfy

Process List| Server List

Step

Action

14.

The Process List displays.

Click the Refresh button.

15.

Distribution Status reads Posted.
|Accnuntsvﬁecehrahle |

Click the Accounts Receivable menu once the Run Status reads Success and the

16.

Click the Customer Accounts menu.
| (1 Customer Accounts ¢ |

17.

Click the Customer Information menu.
| (1 Customer Information "|

18.

Click the Account Overview menu.
| D Account Overview |
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Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

| MuliChannel Console

20 New Window [& Personalize Page

Add to Favorites | Sign out

N
B htp

Profle ( Customer Action |~ Customer Trend 1 | GusfomerTrend 2 | Gusfomer Trend 3
SetiD: SHARE Q. unit: MUDS2 [Q Customer: 1000000012 Q. Burt Reynolds*Level: No Relationship M [

Balances | Profile | Customer Action | Customer Trend 1| Customer Trend 2 | Customer Trend 3

Search |

Step Action

19.

Click the Sea_rch button.

The Account Overview - Balances page displays.

Favorites  Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

Profile [ Customer Action |~ Customer Trend 1

Customer Trend 2 Customer Trend 3

| MuliChannel Console |

ENewwindow [+ Personalize Page

Add fo Favorites |

Sign oul

(= -
Bontp »

SetD: SHARE Q. uni:  UD52 |Q customer: 1000000012 @ BurtRemolgs*Level: Mo Relationship
Add Conversation Display Currency

Maost Recent Activity

ftem 1D Date Amount Currency Amount Currency
Item |D: 1000000054 02119/2013 -200.00 usD -200.00 usD
Count Amount Currency Amount Currency

Pay History Days 0.00

Credit Limit 0.00 usD 0.00 usb
Balance 0 0.00 usD 0.00 usb
PastDue o 0.00 usD 0.00 usb
Deductions o 0.00 usD 0.00 usb
Disputed: o 0.00 usD 0.00 usb
Doubtful: 0 0.00 usD 0.00 usb
Collections: o 0.00 usD 0.00 usD
Vendor Balance o 0.00 usD 0.00 usD
Draft Amount. o 0.00 usD 0.00 usD
High Balance YTD 0.00 usD 0.00 usD
Sales YTD 0.00 usD 0.00 usD
LastYear Sales 0.00 usD 0.00 usD
| VewAdustedBalance gy gaance by cred carg

Find | View Al
Aging Chart

n
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Step Action
20. Click the Balance link.
OrACLE
Favorites = Main Menu > Accounts Receivable > Customer Accounts > Customer Information > A[[DDVNI ‘ . =
N N N - N & New Window [ Personalize Page B, http
m Advanced Search
setiD: [SHARE/QL yme:  UDB2 QL customer: [foooo00at2 1@ gy rewnoids Levet: No Relationship s
R T —
Range: | || GO SelectAl | DeselectAll Select Action . GO
Step Action
21. The Item List page displays.
Click the Status list.
|Open - |
22. Click the All list item.
23. Click the Search button.
24, Click the 1000000054 link.
1000000054
25. The Item - Detail 1 page displays.
Click the Item Activity tab.
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

B New Window [ Personalize Page B, http
Detail 1 | Defail2 |( Detil3 ) flem Accounting Enfries (" flem Audit History

Unit: JuD52 Customer:  0000000128urt Reynolds

ftem ID: 1000000054 Line: Days Late: Status: Closed

Balance: 0.00 usD

Sequence: 1 Accounting Date: 021192013 Posted Date: 02/19/2013
Entry Type cR Reason: DEFLT Worksheet Reason: Voucher ID:

Document: Amount: -200.00 USD
Group Unit: JuD52 Group ID: 61 Billing

Sequence: 2 Accounting Date: 021182013 Posted Date: 021182013

Entry Type RC Reason:  OWRPYWorksheet Reason: REFUND  Voucher ID:

Document: Amount: 20000 USD
Group Unit: JUD52  GroupID: 62 Maintenanc Match Group ID: 99999

Split Add Conversafion View Audit Logs

oK Cancel Aoply
Detail 1| Detail 2 | Detail 3 | tem Activity | ltem Accounting Entries | tem Audit History

Step Action

26. The Item Activity page displays.

Review the information on the page.

217. You have successfully completed the Loading to AP for Voucher Creation topic.

You have learned how to:
- load to AP from AR
End of Procedure.

8.11 Running the AR Update

Upon completion of the Single Action Invoice process, the Receivable Update (ARUPDATE)
process should be run in order for any Escrow payments to posted to the local customer's account.
The Run AR Update (ARUPDATE) process also posts any maintenance worksheets in
Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and

payments for a batch agency are set to post, both the pending item activity and the payment
activity will be posted.

It is also important not to run multiple instances of ARUPDATE for a given business unit at the
same time. This is not recommended and may result in system issues.

After completing this topic, you will learn how to:
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e Process the Run AR Update (ARUPDATE)
Procedure

In this topic, you will execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.
Click the Main Menu button.

2. Click the Accounts Receivable menu.
| [ Accounts Recevable * |

3. Click the Receivables Update menu.
| 1 Receivables Update k |

4, Click the Request Receivables Update menu.
| |=] Request Receivables Update |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values
d an Existing Value [@EELCIAEIT

Run Control ID: beginswith ~ [ |

[Clcase sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

ENew Window 2 Help B hitp
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Step Action

5. The Request Receivables Update page displays.

NOTE: If you have previously created a run control to run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a
new run control if one does not already exist.

lick the Add a New Value tab to add a new run control.
| Add a New Value |

Enter the desired information into the Run Control ID field.

Click the Add button.
Add

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Receivable » ReceivablesUpdate » Request Receivables Update

) New Window [ Personalize Page B http
) Options

............... Run

*Group Unit: HUDS52 | =
Process Frequency: Always ~ *High Balance Basis Date: Run Date ~
*Accounting Date From: 01012012 5 =accounting Date To: 01/03/2013 [
[ Last Run ¢

I User Defined Last Run On:

[+ Payment Performance 01103113 3:30:32PW

FDsO  Calculation Year: Period: Process Instance:

™ SubCustomer 13039

[E) save | [ ReturntoSearch | [=] Motify B Add Update/Display.

Receivable Update Request| Options

Step Action

8. The Receivables Update Request page displays.

Make sure the Run Control settings are consistent with the values and selections in
the screenshot. Adjust the Accounting Date From and Accounting Date To values
so that they include the dates of the transactions you processed.

Click the Run button.
Run
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsReceivable > Receivables Update > Request Receivables Update

ENew Window [ Personalize Page B, http

Process Scheduler Request

UserID: kenpl Run Control ID: PSBIP
server Name: | |SNEENNENINNNN - Run Date: [01/03/2013 [
Recurrence: - Run Time: [3:35:28P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
[ PSIAR Receivable Update ARUPDATE PsJob |[None) =l |[None) 1= Distribution
OK Cancel

The Process Scheduler Request page displays. Use this page to enter and schedule

your request.

Click the O_K button.

10.

Click the Process Monitor link.

Process Monito
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Favorites ~ Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

.’ 8 ».Min.‘ Senver List

e’
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

7 New Window & Personalize Page &) hitp |

useriDkenvp1 a  Type [ =] [rast - 2 [Days
[Main Content|
Server - Name Q Instance to
ken.vp1
Run Status| = Distribution Status >| F save OnRefresh

| Refresh

B First Bl 416 0f 16 1 ast
Select Instance Seq. Process Type :;i% User Run Date/Time Run Status W Details
I W 13151 PSJob ARUPDATE  ken.vp1 |01/04/2013 10:49:38AM PST Processing  N/A %LISI
= 13141 P8Job ARPREDCT |kenwp1 |01/04/2013 10:42:07AM PST Success Posted Details
[} 13137 PSJob ARPREDCT |kenwpl |01/04/2013 10:19:59AM PST Success Posted Details
T 13136 Application Engine AR_PAYLOAD kenvp1 |01/04/2013 10:18:19AM PST Success Posted Details
[} 13081 PSJob ARUPDATE | kenwpl |01/03/2013 5:36:07PM PST Success Posted Details
= 13076 PSJob ARPREDCT |ken.vp1 |01/03/2013 5:34:48PM PST Success Posted Details
= 13074 Application Engine AR_PAYLOAD kenvp1 |01/03/2013 5:32:00PM PST Success Posted Details
= 13067 PSJob ARUPDATE |kenwvpl |01/03/2013 5:23:53PM PST Success Posted Details
| 13063 PSJob ARPREDCT | kenwp1 |01/03/2013 5:20:58PM PST Success Posted Details
= 13056 P8Job ARUPDATE |kenwp1 |01/03/2013 5:10:03PM PST Success Posted Details
[} 13085 Application Engine AR_PAYLOAD kenwvp1 |01/03/2013 5:07:58PM PST Success Posted Details
= 13048 PSJob ARUPDATE |kenvp1 |01/03/2013 3:36:28PM PST Success Posted Details
| 13044 P&8Job ARPREDCT |kenwp1 |01/03/2013 3:33:00PM PST Success Posted Details
= 13037 PSJob ARUPDATE |kenvp1 |01/03/2013 3:29:33PM PST Success Posted Details
| 13030 P&8Job ARUPDATE | kenwp1 |01/03/2013 3:07:24PM PST Success Posted Details
= 13029 Application Engine AR_PAYLOAD [kenvp1 |01/03/2013 3:05:07PM PST Success Posted Details o
. o
Step Action

11.

Click the Refresh button.

The Process List page displays. This example shows the ARUPDATE process Run
Status is "Processing" and Distribution Status is "N/A".

12.

Verify that the Accounts Receivable process has been run and has a Distribution
Status of "Posted".

13.

You have learned to:
- execute the AR Update process
End of Procedure.

You have successfully completed the Run AR Update topic.

Lesson 9: Processing Revenue Refunds

Lesson Overview:
Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sent to GAD for new vendor approval.

Lesson Objectives:
After completing this lesson, you will be familiar with:
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9.1 Processing Revenue Refunds

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sent to GAD for new vendor approval.

Workflow for local court voucher entry has already been defined and will be utilized with this
process also. The court AP specialist will enter the voucher, which will then be routed to the
court Supervisor for approval. Upon approval of the Court Supervisor the voucher will then be
routed to DBF where they will review the information for final processing to GAD.
The attachment of the Court Approved Refund document is available via the Single Pay Invoice.
The Invoice number will be the Case Number when one exists. In this topic, you will learn how
to process a revenue refund.
After completing this topic, you will be familiar with:

e Processing revenue refunds

Procedure

In this topic, you will learn how to process a revenue refund.

Step Action

1. Begin by navigating to the Voucher page.

Click the Main Menu button.

2. Click the Menu sort button.

[= 1
3. Click the Accounts Payable menu.

| 3 Accounts Payable 1_5|
4, Click the Vouchers menu.

| 3 Wouchers k |
5. Click the Add/Update menu.

| 1 Add/Update k |
6. Click the Regular Entry menu.

| |=] Regular Entry |
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» Accounts Payable > Vouchers »

Add/Update > Regular Entry

& New Window ? Help &, http

MDJUD Q@

Voucher ID: NEXT

Voucher Style: Regular Voucher

Short Vendor Name: Q

Vendor ID: Q.

Vendor Location: Q

Address Sequence Number: ije}

Invoice Number:

Invoice Date: [

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Step Action
7. The Voucher search page displays.
Click the Voucher Style list.
| Regular Voucher - |
8. Click the Single Payment VVoucher list item.
[Single Payment Voucher |
9. Enter the Case Number or pertinent information into the Invoice Number field,
|vvhich will be included on the checkst|ub from the Maryland Comptroller.
10. Enter today's date into the Invoice Date field.
11. Enter the desired information into the Gross Invoice Amount field. Enter "200".
12. Click the Add button.
Add
13. The Vendor Information - Single Payment VVendor tab displays.
Enter the Vendor's name into the Name 1 field. Enter "John Doe".
14. Enter the desired address into the Address 1 field. Enter "789 Main Street".
Note: At least one address line must be entered.
15. Enter the desired city into the City field. Enter "Annapolis".
16. Enter the desired state into the State field. Enter "MD".
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Step Action

17.

Enter the desired zip code into the Postal field. Enter "21051".

18.

Click the Invoice Information tab.
| Invoice Information |

Favorites  Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[¥]Related Content  1NewWindow 7 Help [ Personalize Page [Eihttp =
[CEEALTIE N AOC WD Payment ) Payments | Voucher Afiributes [ Single Payment Vendor
Business Unit: MDJUD Invoice No: Action:
Voucher ID: NEXT Invoice Date: 06/17/2013 El -
Voucher Style: Single PaymentVoucher  Accounting Date: 06/17/2013 5 Run
Vendor ID: 999999999 @ 4DIUD - Single Payment Vendor Session Defaults
SINGLE PAY-1 a
Altachments (0)
Location: 1 @
4 Comments(0
*Address: @
Control Group: q ‘PayTerms: 7 [eToo A Due Now
Invoice Lines: 000 Basis Date Type: AcctDate
Non Summary
“Currency: [ usD' @, Print Invoice
Miscellaneous: 5 =
Freight: ]
Total: 200.00
Difference: 0.00
Calculate
Invoice Lines Find | View All First K 4 of4 I [ast
=
Line: 1 Item: Q vom: Q
*Distribute by: Amount - Unit Price: Quantity:
Ship To: e Q. Line Amount: 200.00
SpeedChart: Q. pescription:
[Clone Asset
| Calculate
~ Distribution Lines personaiize | Find | vievs 20 | B | B st D qorq 1 ot
m Exchange Rate | Statistics  Assets
COPY ine Merchandise Amt Quantity “GLUnt  Account Openltem 5"  Fund  Dept Program  APPTOP  ap -

Step Action

19.

Click the Look up Item button.

The Invoice Information tab displays.
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begins with v |

Category:  begins with ~ |
Description: begins with ~ |

| LookUp | Clear H Cancel :\Baschuokug

First [{] 1-200 300 [3] Lasﬂ
Description

Computer, Personal deskiop
Hall of Record Box'

Copier, Sharp, MX-M260, 26 ppm
Drug Testing, Urinalysis, inst
Janitorial/Custodial/Maid; Cle
Telecom, Cellular Devices, Mon
REAL PROPERTY RENTAL OR LEASE
CONSULTING SERVICES

Misc. Senices (Grant ONLY
Concessions, Catering, Vending
Translation, Language Translat
Utility Services, Electric, Ga
Coolers, Drinking Water, Renta
Converted Item) Line Comments
Alternative Dispute Resolution
Agreement to Participate in Al
Seftiement Aqreement

Mail Ins erting/Foldina/Sealing
HVAC Equipment, Parts and Acce

at

=
2
=

OFC SUPPLIES
FORM

=

MISCELLANEQUS

=
=
5

=
=
=

=
2
I~

=
=
=

=
=
5

=
=
=

=
=
5

=
2
o~

=
=
5

=
=
=

=
2
=

=
2

=}
=

e
]

=
2

e
=]
=]

Coffeemakers
Order for Fingerprintina/Rstur

=
HI=]

Step

Action

20.

The Look Up Item window displays.

You may need to select the Contains list item in the Item ID search list to get the
full list of items available.

Enter the desired information into the Item ID field. Enter "refund".

21.

Click the Look Up button.

22.

Click the REFUND-000 link.

23.

Enter the desired information into the UOM field. Enter "ea".

24.

Enter the desired information into the Unit Price field. Enter "200".

25.

Enter the desired information into the Quantity field. Enter "1".

26.

Click the Look up Ship To button.
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Look Up Ship To

SetiD: SHARE
Ship To Location: begins with ~+
Description: begins with ~

| Clear || Gancel |gasic Lastup
Search Results
View 100 First [4] 1620f52 [§] Last

Ship To Location Description
o

URT/ANNE ARUNDEL
BALTIMORE COUNTY
ALVERT COUNTY
AROLINE COUNTY.
ROLL COUNTY.
ECIL COUNTY
HARIES COUNTY
ORCHESTER COUNT
L EGANY COUNTY
\ FREDERICK COUNTY
\ GARRETT COUNTY
\HARFORD COUNTY.
\ HOWARD COUNTY
\ KENT COUNTY
\MONTG COUNTY.
\PRINCE G COUNTY
JRTIQUEEN ANNE™
JRT/STMARY'S CIN
URT/SOMERSET COI
Look up Ship To (Alt+ URTTALEOT GO
URTMASHINGTON
URTMICOMICO COU
URTMORCESTER COUNTY
BALTIMORE CITY
T OF WD/ HOWELL

Training Guide
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Step

Action

217.

The Look Up Ship To window displays.

Scroll downward if needed.

\FREDERICK COUNTY

HARFORD COUNTY
HOWARD COUNTY.

PRINCE G COUNTY
T/IQUEEN ANNE
IST. MARY'S CN
ISOMERSET COl
TALBOT COUNTY
AWASHINGTON
WICOMICO COU
WORCESTER COUNTY|
/BALTIMORE CITY

OF MD /HOWELL
OF MD / COMMISS
IALLEGHANY CNTY
JANNE ARUNDEL
/BALTIMORE CNTY

VERT COUNTY

OLINE COUNTY

ROLL COUNTY
ECIL COUNTY
HARLES COUNTY
IORCHESTER CNTY
FREDRICK CNTY
(GARRETT COUNTY
/HARTFORD COUNTY
JHOWARD COUNTY
JKENT COUNT
JMONTGOMERY CNTY
IPRINCE GEORGE'S
JQUEEN ANNE'S
JST MARY'S CNTY
ISOMERSET COUNTY
JTALBOT COUNTY
AWASHINGTON CNTY
WICOMICO CNTY
AWORCESTER CNTY
JBALTIMORE CITY

be
\Working
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Step Action

28. Click the 52 link, or your court location number.

29. The SpeedChart field with a PCA may be available for each court location (this will
negate the need to enter the distribution line information).

Enter the SpeedChart information, if known. If one does not exist or is unknown,
follow the remaining steps.

30. Scroll down to reveal additional fields.

ORA
Home | Workist | MuliChannel Console |  Addto Favories | Sign out

Favorites  Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
Vendor ID: 999999999 @ WDJUD - Single Payment Vendor Session Defaults
SINGLE PAY-1 a
Altachments (0)
Location: 1 Q
17 Comments(0
*Address: Q
Control Group: q ‘PayTerms: 7 [eToo A Due Now 7
Invoice Lines: 0.00 Basis Date Type: Acct Date
Non Summary
*Currency: [ usDl@, Print Invoice:
Miscellaneous: 5
Freight: ]
Total: 200.00
Difference: 0.00
Calculate
Invoice Lines Find | View All First K 4 of4 I [ast
=
Line: 1 ftem: REFUND-000 Q yom: EA Q
*Distribute by: Amount hd Unit Price: 200.00000 Quantity: 1.0000 E
Ship To: 52 Q. Line Amount: 200.00
SpeedChart: Q. Description: Revenue Refund
[CIone Asset
Calculate
Personalize | Find | View A1 | B8 | 28 First £ g orq ) [as
Exchange Rate | Statistics | Assets
;5‘:: Line Merchandise Amt Quantity “GLUnit  Account Openltem ﬁa;" Fund  Dept Program :5;’5; Ap
B @\ 1 200.00 1.0000 MDJUC QY al la[ la[ lal  Ja la| la[]
[ F—— E
B save [] Notify 7 Refresh B Add Update/Display
Invoice | A0C WD Pavment | Pavments | Voucher Atribules | Single Pavment Vendor I

Step Action

31. Click the Look up Account button.
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Look Up Account

SetiD: SHARE
Account:  beginswith ~ |
Description: begins with = |

LookUp | Clear || Cancel |gasiclookup

Search Results
ew 100 First [q] 123401234 [3] Las

J

Account Description Account
Regular Salaries
Additional Assistance
Quertime
Shift Differential
Miscellaneous Adjustments
Accrued Leave Payout
Reclassifications
Social Security
Health Insurance
Retiree Health Insurance
Other Post Employment Bensfits
Emplovee Retirement
Employee Pension
Judges Pension
Deferred Comp.
Unemployment Compenzation
Workers Compensation
Turnover Expeciancy
Honorariums
Payments to Board Members
Payments {o Asst Members
Character Committee Reports
Emplovee Awards
Social Security Contribution

\Imlmlmlmlmlmlm\m\m\m\m\m\m\m\m\m\m\m\m\m\m\m\m\mE

L4

Step Action

32. The Look Up Account window displays.

Enter the desired information into the Account field. Enter "54".

33. Click the Look Up button.

34, Click the General Fund link.

35. Enter the desired information into the Batch Agy field. Enter "C52".

36. Enter the desired information into the Fund field. Enter "0001".

37. Click the Look up Program (Alt+5) button.
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Look Up Program

SetiD: SHARE
Program Code: begins with + |
Description:  begins with + |

LookUp | Clear | GCancel |gasiclookup

Search Results

Only the first 300 results can be displayed.

View 100 First [4] 1200 01300 [5] Last

Program Code Description
Bayrall
CIRCUIT COURTS FED
CC ALLEGANY COUNTY GE
ALLEGANY - LAND IIP_EUND
ALLEGANY - PAROL E & PROBATION
ALLEGANY - NATURAL RESOURCES
ALLEGANY- | OCAL REVENUE
ALLEGANY CIGARETTE SPEC RET
ALLEGANY-SUNDRY
ALLEGANY- 11D SUBS ABUSE FUND
ALLEGANY - CRIM INJ COMP FND
ALLEGANY-VICTIMIS CRIME END
ALLEGANY-VICTIM & WITNESS
ALLEGANY - PROP TRANSFER TAX
ALLEGANY - CREDIT CARDS
ALLEGANY - FORECLOS MEDIATION
ALLEGANY - CHARGEBACK CIEAR AC

CC ANNE ARUNDEL COUNTY GF
ANNE ARUNDEL - LAND IMP_FUND
ANNE ARUNDEL - PAROLE & PROBAT
ANNE ARUNDEL - NATURAL RESOURC
ANNE ARUNDEL - LOCAL REVENUE
ANNE ARUNDEL -CIGARET SPEC RET
ANNE ARUNDEL -SUNDRY

Step

Action

38.

The Look Up Program window displays.

Enter the desired information into the Program Code field. Enter "52".

39.

Click the Look Up button.

40.

Click the 5201 link.
520

41.

Enter the desired information into the Approp Number field. Enter "A5200".

42.

Scroll to the right to reveal additional fields.
m

43.

Enter the desired information into the Approp Yr field. Enter "AY2014".

44,

Click the Look up PCA (Alt+5) button.
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Look Up PCA

SetiD: SHARE

Program Cost Account: begins with ~ |

Description: begins with + [

|- Lookup || Clear | Cancel |gasicloaup

Search Results

Only the first 300 results can be displayed.
ew 100 First [4] 1300 ot 300 [3]

Program Cost Account Description

D000 COURT OF APPEALS

COURT OF SPECIAL APPEALS
CIRCUIT COURT JUDGES
DISTRICT COURT

WD JUDICIAL CONE

ADMIN OFFICE OF COURTS

|

e

s

e

s

e

=
s
=

COURT RELATED AGENCIES

STATE LAW LIBRARY

JUDICIAL DATA PROCESSING
FAMILY LAW AND SERVICES DIVIS
HELICOPTER FUND JIS

DC DRUG COURT GRANT GEN FUNDS
DISTRICT COURT - FEDERAL FUNDS
GENERAL FUND RESERVE
JUDICIARY CLEARING ACCOUNT
CIRCUIT COURTS GEM

LAW CLERKS

DC SPECIAL FUNDS

ADMIN OFFICE OF COURTS

STATE LAW LIBRARY

LAND RECORD IMPROVEMENT

CC MASTER CSEU

CC MASTER CSEU FED FUNDS
CIRCUIT COURT MASTERS

=
e
&

=
s
=

=
e

=
s
&
&

5

iz

B

s

=
=
I

5
3

=
5

=

=

District Court

Step Action

45, The Look Up PCA window displays.

Click the DISTRICT COURT link.
|DISTRICT COUR

46. Click the Attachments (0) link.
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General Enterprise And Resource Support

e’

District Court

Favorites - Main Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Contentt ) New Window ? Help [& Personalize Page & hitp

Voucher Header Attachment

Business Unit MDJUD Voucher ID NEXT

Date/Time Stamp

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments

Add Attachment

oK Cancel Refresh

Step

Action

47.

The Voucher Header Attachment page displays.

Click the Add Attachment button.
[ hdd Atachment

48.

Click the Browse... button.

| Browse..

49.

Once you find the appropriate document, select it and click the Open button.

Note: This is where the court-approved document should be attached for DBF
review.

| Open |

50.

Click the Upload button.

51.

Enter the desired information into the Description field. Enter "Document for
review".

52.

Click the OK button.

53.

Click the Save button.
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Step Action

54, Click the Action list.

55. Click the Budget Checking list item.
|Budget Checking |

56. Click the Run button.
| Run |

Do you wantto wait for the process to be completed? Voucher will be displayed after
process ends. (7050,54)

Yes No |

Step Action
57. Click the Yes button.
. Yes
58. Click the Summary tab.
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é@sGEARs

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Add to Favories |  Sign out
Favorites ~ Main Menu » AccountsPayable > Vouchers » Add/Update > Regular Entry

[ RelsteaContent  FINew Window 7 Help [ Personalize Page %) nttp

Invoice Information | AOC MD Payment | Bayments | Voucher Aftributes | Single Payment Vendor

m Related Documents

Business Unit: MDJUD Invoice Date: 06172013
Voucher ID: 00002653 Invoice No: CASE TRAIN
Voucher Style: SinglePay Invoice Total: 200.00 usD
Contract ID:
Vendor Name: MDJUD - Single Payment Vendor Pay Terms: Due Now
Voucher Source: Online
Entry Stafus: Postable Origin: ONL
Match Status: No Match Created: 06M7/2013
Approval Status: Approved Created By: andrew.somers
Post Status: Unposted Modified: 06M7/2013
Modified By: andrew somers
Doc Tol Status: Valia ERS Type: ot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry ~| o
@ save | ReturntoSearch | [Z] MNofify | i Refresh Er Add

Summary | Related D | Invoice | AOC MD Payment | Payments | Youcher Aftributes | Sinale Payment Vendor | Error Summan

Step Action

59. The Summary tab displays.

Review the Summary Page:
Once the payment has been processed for budget checking, due to workflow which

is setup for Accounts Payable, your Approval Status should be ‘Pending.' This will
now be routed through Workflow to the court supervisor for approval.

60. You have successfully completed the Processing Revenue Refunds topic.
You have learned how to:

- process and review your revenue refunds

End of Procedure.

Course Summary

TN

Congratulations!
You have successfully completed the AR230 Managing Customer Billing, Receivables and
Customer Payments - District Court course. In this course, you have learned how to:

e Record revenue allocation and customer payments
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Process Local revenue disbursements
Generate the Fund Allocation Report (FAR)
Revenue Allocation Adjustments

Process return of escrow

Process bond forfeitures

Process deferred payments

Process bad checks (Case related)

Process Revenue Refunds

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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